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Introduction

The SASIxp™ educational software South Carolina State Requirements
Code (SRC) is designed to help your school district meet the specific
reporting requirements of the State of South Carolina Department of
Education (SDE).

This user’s guide is organized into these chapters:

Chapter 1, “Introduction,” provides an overview of the contents of this
guide.

Chapter 2, “Setup,” provides information about setting up the SASIxp
South Carolina SRC software for your district, as well as any ongoing
maintenance you may need to perform.

Chapter 3, “EFA/EIA District Setup,” provides descriptions of the atom
you use to view and print Education Finance Act (EFA) and Education
Improvement Act (EIA) code and compatibility tables for South Carolina.

Chapter 4, “Data Collection,” provides descriptions of the atom you use
to collect the EFA/EIA and Precode information required for SDE
reporting.

Chapter 5, “Reports,” provides descriptions of the reports available from
the State Report Launcher, step-by-step instructions for generating the
reports and extracts, and samples of the reports.

Chapter 6, “Extracts,” provides detailed instructions for generating the
extracts.

Copyright © 1999-2001, 2004 NCS Pearson, Inc.
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Appendix A, “Data Dictionary,” identifies the files that store South
Carolina information and the screens that are used to gather the
information, explains the extract file-naming convention, and provides a
cross-reference between SASIxp system fields and extract fields.

Appendix B, “State Setup File Distribution,” provides district office
instructions for distributing EFA/EIA and Precode setup files provided by
the SDE.

Appendix C, “Entrata Software,” provides instruction on loading and
using Entrata® software.

Appendix D, “Job Queue,” describes how to use the Job Queue atom to
automate the creation of South Carolina reports and extracts.

2 Copyright © 1999-2001, 2004 NCS Pearson, Inc.
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Setup

This chapter provides instructions for setting up the SASIxp South
Carolina SRC software.

Copyright © 1999-2001, 2004 NCS Pearson, Inc.
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ADA (Average Daily Attendance) Field

The SDE requires that the ADA field, located in the upper right corner of
the Enrollment screen, contain a value of Y, N, or C to process a student
properly. A value of Y means that the student is included in the report for
the time frame that ADA =Y, and values of N or C mean that the student is
excluded from the report for the time frame that ADA =N or C. A C value
means that the student is attending two schools concurrently.

South Carolina does not use the A — 1/2 Day AM or P — 1/2 Day PM
selections.
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Setup

Before you start using the data collection and report atoms in this software,
you need to perform these setup procedures:

e Define localization

e Set up homerooms

e Define table values for free/reduced lunch and ethnic codes
e Set up absence codes

District offices run a file distribution process whenever the SDE distributes
new definition files for EFA, EIA, and Precode.

Defining Localization

Localization initializes the SASIxp software for South Carolina table value
files.

1. Open the School atom (System Setup folder), and click the
Localization tab.

2. Inthe Localization field, select South Carolina from the pop-up list.
3. In the District Number field, enter the four-digit district number.

4. Repeat Step 2 for the Attendance, Transcript, Special Ed, Grades, and
Scheduling fields.

5. Click Save.

6. If the system displays a message about updating User Code field
descriptions and table values, click OK.

7. Click OK to save changes.

Setting Up Homerooms

The accuracy of the Master Classification List — Homeroom Report is
based on the homeroom period. To set up homerooms properly, first use
the School atom to designate a homeroom period, then use the Sections
atom to assign teacher numbers for sections that meet during homeroom
period.

Copyright © 1999-2001, 2004 NCS Pearson, Inc. Setup 5
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Designating Homeroom Periods

1. Open the School atom, and click the Schedule tab.

2. Inthe Homeroom Period field, type the number of the period your
school uses for homeroom period.

3. Click Save.

Assigning Teacher Numbers to Homeroom Sections

1. Open the Sections atom (located in the Basic Scheduling folder).

2. Locate the record for a section that meets during the designated
homeroom period.

3. Verify that the correct teacher number appears in the Tch# field. If the
field is blank, click the fast access arrow and select the teacher
number for the section.

4. Repeat Steps 2 and 3 for each section that meets during the
designated homeroom period.

5. Click Save.

6 Setup Copyright © 1999-2001, 2004 NCS Pearson, Inc.
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Defining Table Values

Table values are added to the Tables Definition atom to offer more
selections in the South Carolina SASIxp fields. Some of these values are
determined by the SDE.

e Table Definition E
Table List | Table Defintion |
Group: |AII Tables - |Ethnic Code |_3
Ln | Type | Tahle Description | Ln | Code | Description |
[BZ|DUC | Studsnt Disc User Code E [ - Azian
B3 |ECG | Enter Code Group ﬂ B African-American
[B4|ECH |Grade Level Subject Areas =| [75]& African Ameridmer Indian
[ES|ECR |Enrolmert Yalidation Rules [T4H Hispanic
EE|ECU | Education Lewvel jl American Indian
[EF|EMR: | Emergency Relationships g Other
[B&|ENG |Englizh Proficiency o Harvraiian- Pacific lslander
[BI|ENT  |Enter Code [E]w yhite
[FOjECY |End of Year Status [G]ve, hite/dzian
W ETH |Ethnic Code ﬂ B yhiteda frican American
[FE|ETP |Emploves Code [T wWhitel&merican Indian
[F3|EXE |Exempt from Immunization = I =i
| | ]

Copyright © 1999-2001, 2004 NCS Pearson, Inc. Setup 7
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.~ Table Definition =

Table List | Table Defirition. |

Groug: | Al Tables +  |FreeiReduced Lunch |8

Mone
Free
Reduced ]

Color Percegption
Federal Bthnic Groups
FreeReduced Lunch
Elementary Report Card Forms
Fee Type

IJzer Field=

General Intellect

Specified =ubject

Creative Thinking

Leadership

YisualPerforming Ans
PaychoMotor 2

Modifying Table Values

1. Open the Tables Definition atom in the System Setup folder.

2. Locate the Ethnic Code (ETH) file type. Highlight ETH to view table
codes.

3. Add or delete the items from the ETH matrix by clicking Add/Delete.
Type the correct values into the fields.

4. Click Save.
5. Repeat Steps 2—4 for the Free/Reduced Lunch (FRL) table values.

8 Setup Copyright © 1999-2001, 2004 NCS Pearson, Inc.
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Absence Codes Setup

Absence Codes appear in the Attendance Setup atom under the Abs
Reasons tab. Absence codes are entered manually through the Abs
Reasons tab.

During conversion from Osiris to SASIxp, existing Osiris absence codes
may be converted to SASIxp absence codes.

Gebup

Abrence Aearons Atlendance

Agportion |inDier [ in Letters | in

B~ Unwesified  UNY Lrerfied ves |4
2B | Berssed BER  Extusax es ._
BB C | Truant CUT  Uresecusmied Wi
l-_E Excusied EME  Extusssd Vg
E_H Homebound  HOR  Exouses] Wi
B inschaool 55 Ureccised e
'."_H. Felkgous REL  Exouzes] e
- L e R MED  Exfuiza W
Bl &+ | CetSchool 055 Uneocused WVes |

#f ] -Hg

Adding an Absence Code

1. Open the Attendance Setup atom, which is found in the Attendance
folder.

2. Click the Abs Reason tab.

w

Click Add Reason from the Data menu. A new numbered row appears
on the bottom of the Abs Reason matrix.

Enter the code for the new entry in the CD column.
Enter the title for the new entry in the Title column.

Enter the abbreviation for the new entry in the Abbr column.

N oo g &

From the type popup list, choose the type that best describes the new
entry.

Copyright © 1999-2001, 2004 NCS Pearson, Inc. Setup 9
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8. Select Yes in the Receives Apportionment field if the new entry
receives apportionment. This field indicates that this absence code is
not counted as an absence on SRC reports.

9. Select Yes in the Included in Dialer field if the new entry is to be
included as a reason in the Phone Dialer Atom.

10. Select Yes in the Included in Letters field if the new entry is to be
included as a reason in the Attendance Letters Atom.

11. Select Yes in the Included in Reports field if the new entry is to be
included in the reports. This field indicates that this absence code is
counted as an absence in SRC reports.

12. Click Save.

If the Receives Apportionment and Included in Reports fields are
both selected, the Receives Apportionment field will override the
other field.

Absence Code Rules

The SDE has enacted a rule to use as a guide in calculating a student’s
absence: Only those Absence Codes that do not receive apportionment
and are marked for inclusion on the reports are calculated.

Leaving the Receives Apportionment field blank and placing a Yes in the
Include in Reports field allows that absence code to be counted in the
Membership and Attendance Report (SC09) and Membership and
Attendance Worksheet (SC10).

10 Setup Copyright © 1999-2001, 2004 NCS Pearson, Inc.
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File Distribution

The SDE distributes updated EFA, EIA, and Precode definition files to the
district offices. The district offices distribute these definition files to their
schools. To verify that the correct definition files are in use at the school,
view the EFA/EIA District Setup atom version dates.

Setup file updates are automatic, and no action needs to be taken at the
school level. However, some errors may be introduced by the new setup
files. For example, an EFA code that existed prior to the setup file update
may be deleted and no longer considered valid for the new setup files. To
identify any errors that the new update may have introduced, use the Data
Verification Report from the State Report Launcher.

To setup file distribution at the district level, see State Setup File
Distribution on page 133.

Copyright © 1999-2001, 2004 NCS Pearson, Inc. Setup 11
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EFA/EIA District Setup

This chapter describes the EFA/EIA District Setup atom. You use this atom
to view and print SDE-defined EFA and EIA codes and their
compatibilities.

Copyright © 1999-2001, 2004 NCS Pearson, Inc. 13
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EFA/EIA District Setup Atom

The South Carolina Education Finance Act (EFA) and Education
Improvement Act (EIA) require student funding classifications to be
reported using codes.

EFA and EIA codes require compatibility settings because some codes are
subject to assignment restrictions. For example, some EFA and EIA codes
can be assigned only to certain grade levels, which means that an EFA or
EIA code for Kindergarten can be assigned only to a student in the
Kindergarten grade level. EIA codes also have compatibility issues with
other EIA codes; some EIA codes cannot be assigned to the same student
at the same time.

The EFA/EIA District Setup atom enables you to view current EFA and EIA
compatibilities as defined by the SDE. The values displayed in this atom
are assigned to students by using the EFA/EIA Classification Information
atom. The Data Verification report uses these values to verify student EFA/
EIA classifications before districts submit reports to the SDE (see Chapter
6 for more information about this report). The atom also enables you to
print EFA and EIA codes and compatibilities.

For more information about EFA and EIA codes and their compatibilities,
see the current SDE documentation, or visit the SDE website at:

http://www.state.sc.us/sde/
The EFA/EIA District Setup atom contains these tabs:

e EFA Codes/Grades

e EIA Classification

e EIA Codes/Grades

e EIA/EIA Compatibility

The tabs are set up as a matrix, with EFA or EIA codes on the vertical axis
and grade levels or EIA codes on the horizontal axis. When you open the
EFA/EIA District Setup atom, the matrixes are pre-populated with state-

defined codes. An X located in the matrix intersection indicates
compatibility; a gray space indicates incompatibility.

14 EFAJEIA District Setup Atom Copyright © 1999-2001, 2004 NCS Pearson, Inc.
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EFA Codes/Grades Tab

The EFA Codes/Grades tab enables you to view EFA code/grade
compatibilities.

wp SC EFA-ElA District Setup E

EFA CodesfGrades | ElS Classification | B8 CodesiGrades | BIaEIR Compatibitty |
EF A Wiewy | Grade

Ln | Code | Description order |Pr|o |1 |2 |3 |4 |5 |6 |7 |5 |9 |10]

[ Kindergarten 10 ¥ 4]

27F Primary 20 RS =

EeL  |Elemertary 30 LA ERERERE:

EHs  |High School a0 oK

B ey |sutism a0 LR AR R R

B JEmM  |Educable Mertally Hd B0 wolw [ x| W [ W W |

MEH Emctionally Handicap Yo LA S S S S S S S A A A
[l ilﬁ

Wersion Date |12/02/89

Field Description
EFA Code EFA code.
Description Description of the EFA code.
View Order Order in which the EFA codes are listed in

reports and extracts.

Grade (PK-12) Grade level with which the EFA code is
compatible or incompatible.

Version Date Date that the compatibility table is created by
the SDE. The date changes only after the
state amends the atom. The changed atoms
are sent to the district with the new
information and dates on the screens.

Copyright © 1999-2001, 2004 NCS Pearson, Inc. EFA/EIA District Setup Atom 15
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Viewing EFA Code/Grade Compatibilities

1. Open the EFA/EIA District Setup atom and display the EFA Codes/
Grades tab.

2. Scroll up and down, and left and right to view more codes.

EIA Classification Tab

The EIA Classification tab enables you to view the state-defined EIA
classifications and their compatibility rules. The classifications are used to
determine how EIA codes are counted when a student has EIA codes
assigned from multiple EIA classifications.

wp SC EFA-ElA District Setup E

EF& CodesiGrades BA Clas=ification | EI8 CodesiGrades | BAmIA Compatibitty |
ElA Claszification Wiewy | Classification Rules
Ln|Code | Description Order | Mo Tally If | Mo Tally It | Mo Tally If | M
U AP Adcvanced Placement 10
H EC Early Childhood 3% 20
Eer Gifted Talerted 30 |ap
IR Home Instructed 40
[ Pre School 50
[ET|FED Federal B0
_|
K| I

“ersion Date |120/02/99
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EIA Classification Code

Code for the EIA classification.

EIA Classification
Description

Description of the EIA classification.

View Order

Order in which the classifications are listed in
reports and extracts.

Classification Rules:
No Tally If

Current EIA classification is excluded from
the Cumulative Class report if the EIA
classification identified in one of these fields
is present in the same student record.

Version Date

Date that the compatibility table is created by
the SDE. The date changes only after the
state amends the atom. The changed atoms
are sent to the district with the new
information and dates on the screens.

Viewing EIA Classifications

1. Open the EFA/EIA District Setup atom and display the EIA

Classification tab.

2. Scroll up and down, and left and right to view more codes.

Copyright © 1999-2001, 2004 NCS Pearson, Inc.

EFAJ/EIA District Setup Atom 17



| Bookmark| Contents | Search | Usage | Glossary | Print Back | Forward | First [ Previous | Next Last

MFNSIOINN  EFA/EIA District Setup
e e ]

Digital
Learning

EIA Codes/Grades Tab

The EIA Codes/Grades tab enables you to view EIA code/grade
compatibilities.

s 5C EFA-EIA District Setup Ed

EFA CodesiSrades | EIA Classification HA CodesiCrades | El&/ElS Compatibiity ]
El&, El&, Viewe | Walid | Grade

Ln|code | Description | /Class |[order [For  |Pi|o |1 |2 |2 |4 |5 |6 |7 |8 |
2P0 |an (2RT) AP 10 |R 4]
2 aroz |Studio Art (ART]AP 20 R =
[E)aP03 |Gen Biglogy (AdAP 30 R

MAPM Gen Chemistey ([ AP 40 R

ﬂ.ﬂ.PDS Intro Compu Sci |[AP a0 R

[E7]~P05 |English (AcDy (AP B0 |R

Faro7 |French achy |ap 70 R

“ersion Date |12/05/99

EZm ﬂ%
[ Close

Field Description
EIA Code EIA code.
Description Description of the EIA code.
EIA Class EIA classification to which the code belongs.
View Order Order in which the codes are listed in reports

and extracts within each EIA classification.

Valid For School session for which the code is valid.
Valid values are R for Regular, S for Summer,
or blank for both.

Grade (PK-12) Grade level with which the EIA code is
compatible or incompatible.

Version Date Date that the compatibility table is created by
the SDE. The date changes only after the
state amends the atom. The changed atoms
are sent to the district with the new
information and dates on the screens.
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Viewing EIA Code/Grade Compatibilities

1. Open the EFA/EIA District Setup atom and display the EIA Codes/
Grades tab.

2. Scroll up and down, and left and right to view more codes.

EIA/EIA Compatibility Tab
The EIA/EIA Compatibility tab enables you to view EIA/EIA code

compatibility.

i SC EFA-EIA District Setup E
EFS Codestrades | ElA Classification | BlS CodestSrades BAHA Compatibilily |
Lol A A A e e e e e el fla (e (A A A (A (A A E (B |GG H | P

Caode (P (P |P|P|P|P|P|P|P|P|P|P|P|P|P|P|F|F|F|C|C|T (T |2
(A S B £ 2
1|2 |3 |4 |5|6|7|&|a|0|1|2|3|4|5|6|F|E|=

i) &P Lar et ar et e e e e e e e ararar e e L hin
N R A A A S A E A A e e WK £
=N R e A A A A A B LR R A A A A A e WK
e A P A R A B A A A A E A L A R A WM b
ke m| >

“ersion Date |12/02/99

Field Description
EIA Code EIA code.
EIA Code Compatibility EIA code compatibility with other EIA codes.
Columns
Version Date Date that the compatibility table is created by

the SDE. The date changes only after the
state amends the atom. The changed atoms
are sent to the district with the new
information and dates on the screens.

Copyright © 1999-2001, 2004 NCS Pearson, Inc. EFA/EIA District Setup Atom 19



| Bookmark| Contents | Search | Usage | Glossary | Print Back | Forward | First [ Previous | Next Last

MFNSIOINN  EFA/EIA District Setup
e e ]

Digital
Learning

Viewing EIA/EIA Compatibilities

1. Open the EFA/EIA District Setup atom and display the EIA/EIA
Compatibility tab.

2. Scroll up and down, and left and right to view more codes.

Printing Compatibility Tables

The EFA/EIA District Setup atom enables you to print a compatibility table
while it is displayed in the EFA/EIA District Setup atom.

1. Open the EFA/EIA District Setup atom and display the compatibility
table you want to print.

2. Select Print from the File menu. A dialog box displays.

Printout Title:
EFAJGRADE|

— Format as:

& A Window

" An Expanded Table
™| Brint Bow: & Column Dividing Lines
™| Print Selected Hows & Columns Only.

0K Cancel

3. Enter an appropriate printout title, or accept the default value.

4. Make the appropriate selections for the type of output you want, and
click OK. A printer setup dialog box displays.

If you select An Expanded Table and the first checkbox, the report
displays row and column dividing lines. Also, if you select the
Landscape orientation, more columns will display on the page.

5. Make any printer setup changes, and click Print.
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Data Collection

This chapter describes the EFA/EIA Classification Info atom. You use the
atom to collect the information required for reporting to the SDE.
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EFA/EIA Classification Info Atom

The EFA/EIA Classification Info atom is used to collect, track, and maintain
the EFA/EIA codes and Precode values assigned to students during the
school year.

The EFA/EIA Classification Info atom contains these fields.

Field Description
Last Name Student’s last name*
First Name Student’s first name*
Middle Name Student’s middle name*
Grd Student’s grade*
Gen Student’s gender*
Student ID Student’s identification number*

* denotes the data is from the Student atom.
The EFA/EIA Classification Info atom contains these tabs:

e EFA Code Entry
e EIA Code Entry
e EFA History

e EIA History

e Precode Entry
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EFA Code Entry Tab

Use the EFA Code Entry tab to enter student EFA codes. Although South
Carolina schools report only the EFA Primary code for funding, the system
enables you to track up to nine EFA secondary codes.

The system stores current EFA codes in the EFA/EIA data file and stores
current and historical EFA code information in the EFA History data file.

Aoki, Takumi B. EFAEIA Classification Info |
Last Mame < First Mame Micddle Mame  Grd Zen Student D
|.-'1‘u:|ki Takumi Bennett 04 I 1100001 60592
EFA Code Eniry | Eis CodeEntry | EFA History Bl History | Pre code Entry |
EFA Primary; |EL hd Effective Start Date;
EF& Zecondary Codes
EF A& 2 EFAS 3 EFA 4 EFA 5 EFAL E:
IHH - - - - -
EF& 7. EFA & EFA S EF& 10
| - - - -
Self-Cont Date:

DEap EEED

Field Description
EFA Primary Student’s primary EFA code, which is
reported to the SDE.
Effective Start Date Date the EFA codes take effect. This field is
visible after you change one or more EFA
codes.

EFA Secondary Codes | Student’'s second through tenth EFA codes.
(EFA 2-10) These fields are optional, as they are not
reported to the SDE.

Self-Cont Date Date the student first entered a self-
contained course.
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Adding or Changing EFA Codes

In this section, “change” means replacing current EFA codes with different
codes to reflect a student’s current EFA status. You cannot modify
historical EFA code information using the EFA Code Entry tab; use the
EFA History tab for changes of this type.

1. Open the EFA/EIA Classification Info atom and display the EFA Code
Entry tab.

2. Locate the student whose EFA/EIA classification information you want
to modify.

3. Inthe EFA Primary field, select the student’s primary EFA classification
from the pop-up list.

4. In the Effective Start Date field, enter the date the EFA codes become
effective.

5. Use the pop-up lists to select the student’s EFA classifications for fields
EFA 2 through EFA 10, if applicable.

6. In the Self-Cont Date field, enter the date the student started taking a
self-contained course, if applicable.

7. Click Save to save your changes, or click Undo to remove your
changes.
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EIA Code Entry Tab

Use the EIA Code Entry tab to enter student EIA codes. A student may
have up to ten EIA codes at a time. Only PK students are required to have
an EIA code; EIA is optional for all other grade levels.

The system stores current EIA codes in the EFA/EIA data file and stores
current and historical EIA code information in the EIA History data file.

Aoki, Takumi B. EFA/EIA Claszification Info Eq
Last Mame 0 First Mame Micldle Mame Grd Gen Student ID
|.ﬂu:|ki Takumi Bennett 04 I 110000160592
EF& Code Entry  BA Code Eniry EF & History El& History I Pre Code Entry I
Effective Start Date;
El& Codes
El& 1: El& 2 El& 5 El& 4 El& &
IHF‘ - - - - -
El& B El& 7: El& 8 El& 3: El& 10
| - - - - -

e | | |

Field Description
Effective Start Date Date the EIA codes take effect. This field is
visible after you change one or more EIA
codes.
EIA Codes (1-10) Up to ten EIA codes for the student can be
entered.
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Adding or Changing EIA Codes

In this section, “change” means replacing current EIA codes with different
codes to reflect a student’s current EIA status. You cannot modify historical
EIA code information using the EIA Code Entry tab; use the EIA History
tab for changes of this type.

1.

26 EFA/EIA Classification Info Atom

Open the EFA/EIA Classification Info atom and display the EIA Code
Entry tab.

Locate the student whose EFA/EIA classification information you want
to modify.

In the EIA 1 field, use the pop-up list to select the student’s first EIA
code.

In the Effective Start Date field, enter the date the EIA codes become
effective.

Use the pop-up lists in fields EIA 2 through EIA 10 to enter additional
EIA codes, if applicable.

Click Save to save your changes, or click Undo to remove your
changes.
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EFA History Tab

The EFA History tab displays the data in the EFA History data file, which
contains all EFA codes assigned to a student for identified time periods
throughout the school year. The screen is designed as a matrix so you can
see which EFA codes have changed and what a student had for the
specified date range. The date ranges reported are linear; one cannot
overlap another.

Use the EFA History tab to review a student’s EFA code history and modify
the information if you discover an error.

I You must have Security Officer privileges to modify EFA history records.

Aok, Takum B. EFA/EIA Classihication Info |
Last Mame <0 Fir=t Mame iciclle Mame G Zen Studert ID
Aok Takumi Bennett 04 ¥ 110000160552
EF& Cods Entry | EIA Code Entry EFA History | Els History | Pre Code Ertry |
Ln | Stert Date |Stop Date |EFA Primary  JEFAZ ) EFA3 | EFA4 | EFas | EFas | EFAT | EF
7| 034 4/00 EL
|
|
|
|
|
|
= T »

[ =l [ [ Close |
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Field

Description

Ln

Line number of the matrix.

Start Date

Beginning effective date for the EFA codes
listed on each line.

Stop Date

Ending effective date for the EFA codes listed
on each line. The system automatically
enters this field when you save changes in
the EFA Code Entry tab. The last entry in the
table has no stop date.

EFA Primary

Primary EFA code for the identified date
range.

EFA 2—EFA 10

Secondary EFA codes for the identified date
range.

Maintaining EFA Code History

1. Open the EFA/EIA Classification Info atom and display the EFA History

tab.

2. Locate the student whose information you want to change.

3. From the EFA/EIA Info menu, select Change History.

4. Click in the field you want to change and modify the information

appropriately.

5. Click Save to save your changes, or click Undo to restore previous

values.

Each line’s date must appear in chronological order. If you extend
the line’s date range by changing the Start Date or Stop Date, you
must shorten or remove an adjacent date range so the dates do not
overlap. If you shorten the line’s time frame by changing the Start
Date or Stop Date, you must extend or add an adjacent date range
so all valid school days have associated EFA codes unless the gap
represents time when the student was not enrolled at school.

28 EFA/EIA Classification Info Atom
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Adding EFA Records to the EFA History Matrix

1. Open the EFA/EIA Classification Info atom and display the EFA History
tab.

2. Locate the student whose information you want to change.
3. From the EFA/EIA Info menu, select Change History.

4. From the Data menu, select Add EFA History. The cursor appears in
the Start Date field of a blank line.

5. Tab through the fields and enter the appropriate information. A valid
Stop Date must be entered on the previous line.

6. Click Save to save your changes, or click Undo to restore previous
values.

Pearson Digital Learning does not recommend adding EFA codes in
this manner. EFA code entry is achieved through the EFA Code
Entry tab.

Deleting EFA Records from the EFA History Matrix

1. Open the EFA/EIA Classification Info atom and display the EFA History
tab.

Locate the student whose information you want to change.
From the EFA/EIA Info menu, select Change History.

Click the line number of the record you want to delete.

a > DN

From the Data menu, select Delete EFA History. The system erases
the line.

6. Modify other dates if necessary. Make sure the last line does not have
a Stop Date.

7. Click Save to save your changes, or click Undo to restore previous
values.

The system checks all Start Date and Stop Date fields to ensure that the
dates do not overlap.
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EIA History Tab

The EIA History tab displays the data in the EIA History datafile, which
contains all EIA codes assigned to a student for an identified date range
throughout the school year. The screen is designed as a matrix so you can
see which EIA codes have been assigned to a student. Each line of the
matrix displays the EIA codes and what a student had for the specified
date range. The date ranges reported are linear; one cannot overlap
another.

Use the EIA History tab to review a student’s EIA code history and to
modify the information if you discover an error.

I You must have Security Officer privileges to modify EIA history records.

Workman, Emily L. EFA/ElA Classification Info |
Last Mame <[ First Mame Mididle Mame e Een Studernt ID
|I.-“-.I'|:|rkman Etmily Louize 05 F 1100001 60457
EF& Code Ertry | El& CodeErtry | EFA History HA History | Pre Code Entry |
Ln |Start Date |StopDate [E81 Ea2  JEa3  JEsd  JEas  JEsE JEIAT
1| 09/07.00 H  EEEE
|
1
|
1
|
=
[l L [

MR | |
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Field Description
Ln Line number of the matrix.
Start Date Beginning effective date for the EIA codes

listed on each line.

Stop Date Ending effective date for the EIA codes listed
on each line. The system automatically
enters this field when you save changes on
the EIA Code Entry tab. The last entry in the
table has no stop date.

EIA1-EIA10 EIA codes assigned to the student during the
identified date range.

Maintaining EIA Code History

1. Open the EFA/EIA Classification Info atom and display the EIA History
tab.

2. Locate the student whose information you want to change.
3. From the EFA/EIA Info menu, select Change History.

4. Click the field you want to change and modify the information
appropriately.

5. Click Save to save your changes, or click Undo to restore previous
values.

Each line’s date must appear in chronological order. If you extend
the line’s date range by changing the Start Date or Stop Date, you
must shorten or remove an adjacent date range so the dates do not
overlap. If you shorten the line’s time frame by changing the Start
Date or Stop Date, you must extend or add an adjacent date range
so all valid school days have associated EIA codes unless the gap
represents time when the student was not enrolled at the school.
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Adding EIA Records to the EIA History Matrix

1. Open the EFA/EIA Classification Info atom and display the EIA History
tab.

2. Locate the student whose information you want to change.
From the EFA/EIA Info menu, select Change History.

4. From the Data menu, select Add EIA History. The cursor appears in
the Start Date field of a blank line.

5. Tab through the fields and enter the appropriate information. A valid
Stop Date must be entered on the previous line.

6. Click Save to save your changes, or click Undo to restore previous
values.

Pearson Digital Learning does not recommend adding EIA codes in
this manner. EIA code entry is achieved through the EIA Code Entry
tab.

Deleting EIA Records from the EIA History Matrix

1. Open the EFA/EIA Classification Info atom and display the EIA History
tab.

Locate the student whose information you want to change.
From the EFA/EIA Info menu, select Change History.

Click on the line number of the record you want to delete.

a > 0N

From the Data menu, select Delete EIA History. The system erases the
line.

6. Modify other dates if necessary. Make sure the last line does not have
a Stop Date.

7. Click Save to save your changes, or click Undo to restore previous
values.

The system checks all Start Date and Stop Date fields to ensure that the
dates do not overlap.
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Precode Entry Tab

The Precode Entry tab contains Precode information required for the
Precode Extract submitted to the SDE.

The Precode Entry tab is prepopulated with all defined Precode fields and
descriptions set up and distributed annually by the SDE.

me, delete EFA/EIA Classification Info [ x|
Lazt Mame <[> Firzt Mame Middle Mame Grd Gen Student ID
|me delete 03 h 253000000182

EFa Code Entry | Ba Codebrtry | EFadistory | B History Pre Code Enfry |
Ln | Pre Code | Description | Walue J
N E SpCodel il
[ SpCoce02 1
e B SpCodeld 2
e EE SpCodeld 3
[ 5|5 SpCodels 4
[E|srs SpCoce0s 5
i B SpCodel? i
- B SpCodeld 7
g s Atternative Sch a
[ =10 Enclish Proficiency 2
[ 511 Applied Courses 3

13| =12 Gracde Tested-ELA 4

18] =13 Grade tested-Math 5
B Dizt Funded Gifted 0
ﬂ =15 Exit Exam-Grd 11,12 1
[ 18] =16 Migrart Status ] =

@ [ Close_

Field Description
Ln Line number of matrix.
Precode Precode field assigned to the student. This

field is display-only.

Description Description of the Precode field. This
description is display-only.

Value Current value for the Precode field.
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Adding Precode Information

1. Open the EFA/EIA Classification Info atom and display the Precode
Entry tab.

2. Locate the student whose information you want to modify.

3. Inthe Value field, use the pop-up list to select the Precode value that
applies to the student.

4. Repeat these steps for each Precode field.
5. Click Save.
6. Click Close.

Precode values cannot be entered for students who were inactive or
not enrolled prior to running Update Precode Data Items.

Precode Updates

Use Update Precode Data Items under the EFA/EIA Info menu when you
enroll or re-enroll a student or when the SDE updates Precode definitions.

You must have Security Office privileges to run Update Precode
Data Items.

1. Open the EFA/EIA Classification Info atom.

2. Select Update Precode Data Items from the EFA/EIA Info menu. A
warning screen appears.

| | WARRING - ITthe Pre Code Definition file has been
updated you will make MASE CHARKGES to the Student
Fre Code file. Are you sure vou want to continue?

3. Click Continue. The system updates the Precode fields for each
student record. Existing values for active students do not change;
however, inactive student values are deleted.
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EFA/EIA Initialization

The EFA/EIA codes are rewritten at the beginning of each school year. You
do not need to remove last year's EFA/EIA codes. The EFA/EIA
Initialization process performs these activities. You must be have Security
Officer privileges to perform this process.

The EFA/EIA Initialization process initializes only active students.
Ensure that you are logged into the correct school year before running
this process. Precode values are not affected by this process.

1. Open the EFA/EIA Classification Info atom.

2. Select EFA/EIA Initialization from the EFA/EIA Info menu. An
application process screen displays.

| | Once this application is started, tcant be
stopped. This may be a long process; do you want
to continue or cancel?

3. Select Continue. A warning screen displays.

Ipl WARKMING - The EFAEIA file has already been
created for this school year, All records will be
deleted and recreated. Are you sure you want to
continue?
I | | |

4. Click Continue to overwrite last year’'s EFA/EIA codes, or click Cancel
to terminate processing.

When the initialization process is complete, the system displays a dialog
box that identifies the number of students processed.

Active students are assigned a default EFA code with an effective date.
The effective date is the same as the student’s enrollment date for that
school year.

Default EFA codes are hardcoded. The default EFA code populates the
Primary fields when you run the EFA/EIA Initialization process. EIA fields
are not populated.
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Reports

This chapter describes the State Report Launcher atom that you use to
generate the reports and extracts required by the SDE and explains how to
produce the reports and extracts:

State Report Launcher

35-Day Enroliment Report and Extract (SC01)
Cumulative Class Report and Extract (SC02)
Cumulative Class List (SC03)

Daily Activities Log (SC04)

Daily Activities Summary Log (SC05)

Data Verification Report (SC06)

Master Classification List — Homeroom (SCQ7)
Master Classification List — Student (SC08)
Membership and Attendance Report and Extract (SC09)
Membership and Attendance Worksheet (SC10)
Precode Extract (SC11)

Reports from an Extract (SC12)

District Summary Reports (SC13)

Mark Distribution Analysis Report (SC14)

For more information, see Data Dictionary on page 121.
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State Report Launcher

When you open the State Report Launcher atom, this screen displays.

o State Report Launcher |

State  |South Caralina

Ln | Report 1D | Report Description

J:{} S0 35-Day Enroliment Report

J:{} =02 Cumulative Class Report

j:{} =03 Cumulative Class List

th S04 Draily Activities Log

jl:.’} SC05 Draily Activities Summary Log

j:‘.} SCOE Data Verification Report

Jl:‘.} Seo7 Maszter Classification List - Homeroom
j:‘.} Sic08 Master Classification List - Studert
j:‘.} SCog Metnbership and Attendance Report
ﬂ:‘.} =C10 Metnbership and Attendance Worksheet
ﬂ:‘.} SCN Pre Code Extract Report

3= sz Reports from an Extract ﬂ

==

S

Field Description

State State name that was selected in the Localization
field of the School atom.

Ln Line number of the report listed in the matrix.

Report ID Identifier for a particular state report.

Report Description | Title of each state report listed.

If South Carolina is not displayed in the State field, follow these steps:
1. Open the School atom located in the System Setup folder.

2. Click the Localization tab.

3. Select South Carolina from the Localization pop-up menu.
4. Click Save.
5

If the system displays a message about updating User Code field
descriptions and table values, click OK.

6. Click OK.
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Access the Report Interface you want by clicking on the arrow associated
with the report title. In each Report Interface screen, use the Custom tab to
select the report preview option or Queue function.

Extracts can be run only after you get an error-free Data Verification
Report. Use the EFA/EIA Classification Info atom to set the extract paths,
as described in Chapter 6.

The district office can use the SASIxp Job Queue atom to automate the
creation of reports and extracts using a schedule defined by the district.
Follow the steps in Appendix D to use the Job Queue.

Extracts are run from a Windows-based workstation because extract file
names are longer than Macintosh systems allow.

35-Day Enrollment Report and Extract (SCO!l)

The 35-Day Enrollment report counts the number of students enrolled in
schools and attending for a minimum of 35 days throughout the school
year and sorts the information by gender, ethnic code, and grade level.
The report is run on or after the last day of school. You can run the 35-Day
Enroliment report as a printed report or as a report and extract file. The
extract produces a text file suitable for transmission to the SDE.

This report requires an ADA field value of Y and collects data on active
and inactive students. Students with an enter code ending in "i* are
excluded from this report.

I An error-free data verification report is required before running the
extract.
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Report Interface Screen—Options Tab

195 Dhany Errnllmestt Beport

35-Diary Eneolimeend Feport =| |5=Cm m [xaft Frire

Oplons
i
.Fll'll:‘l" Fprt Oy .
| Getup § Sare | 1 |
Field Description

35-Day Enrollment | Default is 35-Day Enroliment Report.

Report

Report ID SCO1.

Recommended Recommends a portrait or landscape page setup.

Orientation Field is display only.

Cover Page Prints a cover page.

Draft Print Prints a draft copy.

District Name of your school’s district. If blank, you must
type in an entry. The contents of this field are
included in the header of the report. The system
updates the District Name field with any entry you
make in this required field.

Superintendent District superintendent’s name. If blank, you must
type in an entry. The contents of this field are used
for a signature line on the bottom of the report.
The system updates the Contact field with any
entry you make in this required field.
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Field Description
Process Indicates the type of output you want. Select from

the pop-up list. Available options are:

e Printed Report Only—prints the report.

e Report and Extract—prints the report and
sends the extract contents to the non-
transmitted directory.

e Report and Extract (Ready for
Transmission)—prints the report and sends
the extract contents to the ENR directory.

35-Day Enrollment Report and Extract Checklist

Follow this checklist before you generate the 35-Day Enrollment report or
extract.

Before you perform any of these steps, review the instructions for any
state-specific atoms that are listed. For standard SASIxp atoms, see the

SASIxp Help.

Step Task Atoms

1. Perform the setup tasks described in School; Sections;
Chapter 2, Setup and Maintenance. Tables Definition

2. Verify that all students have the correct | Enroliment (EEi
enter code assigned. excluded)

3. Populate the Data Collection atom. See | EFA/EIA
Chapter 4, Data Collection. Classification Info

4. Run the Data Verification Report. For State Report

instructions, see see Data Verification Launcher
Report (SC06) on page 60.

5. Correct any errors found on the Data
Verification report.

6. Repeat Steps 4-5 until no errors are
found.
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Printing the 35-Day Enroliment Report

1. From the State Report Launcher screen, click the link arrow next to
SCO1. The Report Interface screen displays.

2. In the District Name field, type your district name or accept the default
value. This field is required.

3. Inthe Superintendent field, type the name of the district superintendent
or accept the default value. This field is required.

4. In the Process field, use the pop-up list to select the type of report
output you want.

5. Change print orientation to landscape.
6. Click Print.

If the Principal Name field in the School atom has not been completed,
a dialog box displays after you click Print.

lDl Principal name is required and must be entered
uszing the School atom.

o |
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35-Day Enrollment Report Sample
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Cumulative Class Report and Extract (SC02)

The Cumulative Class report provides the information required for EIA
reporting to the SDE. The report totals all EIA code occurrences for a
specific day or for the entire term up to a specific day. The report tallies the
number of participating students by grade for the specified time period.

Although you are required to submit this report only on the 45th and 135th
days of the school year, you can generate the report at any time. You can
also run this report for summer school at any time during the summer term.

You can run the Cumulative Class report as a printed report or as a report
and extract file. The extract produces a text file suitable for transmission to
the SDE.
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44  State Report Launcher

This report requires an ADA field value of Y and collects data on active
and inactive students. Students with a leave code of W1* (where * is any
number) and an enter code ending in "i" are excluded from this report.

I An error-free data verification report is required before running the
extract.

Report Interface Screen—Options Tab

Feport Inbaface EX

Cusnailative Clags Fepart

Fag

Cumubstiee Chiss Repord

Cptiona | F |
E
[#5c

——

BIE=H ﬁ

|Rescp iy

[Frirest Regaet by *

[ Soup || Sme

Field

Definition

Cumulative Class
Report

Default is Cumulative Class Report.

Report ID SC02.

Recommended Recommends a portrait or landscape page setup.
Orientation Field is display only.

Cover Page Prints a cover page.

Draft Print Prints a draft copy.
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Field Definition
District Name Name of your school’s district. If blank, you must

type in an entry. The contents of this field are
included in the header of the report. The system
updates the District Name field with any entry you
make in this required field.

Superintendent District superintendent’s name. If blank, you must
type in an entry. The contents of this field are used
for a signature line on the bottom of the report. The
system updates the Contact field with any entry
you make in this required field.

Date Date for which you are running the report. The
report requires a value in either this field or the
Day Number field. The system displays an error
message if both fields are blank or if both fields
contain values.

Day Number Specific school day for which you are running the
report.
School Type Type of school for which you are running the

report. Select from the pop-up list. Available
school types are Regular and Summer.

Process Indicates the type of output you want. Select from
the pop-up list. Available options are:

e Printed Report Only—prints the report.

e Report and Extract—prints the report and
sends the extract contents to the non-
transmitted directory.

e Report and Extract (Ready for Transmission)—
prints the report and sends the extract contents
to the SAS directory.
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Cumulative Class Report and Extract Checklist

Follow this checklist before you generate the Cumulative Class report or
extract.

Before you perform any of these steps, review the instructions for any
state-specific atoms that are listed. For standard SASIxp atoms, see the

SASIxp Help.
Table 1:
Step Task Atoms
1. Perform the setup tasks described in School; Sections;
Chapter 2, Setup and Maintenance. Tables Definition
2. Verify that all students have the Enrollment
correct enter code assigned. (EEi and W1*
excluded)
3. Populate the data collection atom. EFA/EIA
See Chapter 4, Data Collection. Classification Info
4, Run the Data Verification Report. For State Report
instructions, see see Data Verification Launcher
Report (SC06) on page 60.
5. Correct any errors found on the Data
Verification report.
6. Repeat Steps 4-5 until no errors are
found.

Printing the Cumulative Class Report

1. From the State Report Launcher screen, click the link arrow next to
SCO02. The Report Interface screen displays.

2. Inthe District Name field, type your district name, or accept the default
value. This field is required.

3. Inthe Superintendent field, type the name of the district
superintendent, or accept the default value. This field is required.
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If you are running the report for a specific date, type the date in the
Date field. If you are running the report for a specific school day, type
the day number in the Day Number field (for example, 45). If you select
a date other than a valid school day, the system defaults to the most
recent school date prior to the date you entered.

In the School Type field, use the pop-up list to select the type of school
for which you are running the report.

In the Process field, use the pop-up list to select the type of report
output you want.

Change print orientation to landscape.

Click Print.

Cumulative Class Report Sample
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Cumulative Class List (SC03)

The Cumulative Class List is a tool used by South Carolina schools to
provide details to support the Cumulative Class report by listing each
student participating in the EIA code during the specified time period. The
list is sorted by grade level. The SDE does not require this report.

You can run the Cumulative Class List for any day of the school year up to
the current date.

This report requires an ADA field value of Y and collects data on active
and inactive students. Students with a leave code of W1* (where * is any
number) and an enter code ending in "i" are excluded from this report.

Report Interface Screen—Options Tab

Report Interface EX

Recommended
Cumulative Class List Report D Crientation [ | Cover Page
[Cumulstive Class List ~] [sco3 [ Dratt Prirt
Options | Custom |
Diate: Day Mumber:
District Mame: B
School Type: |Regular -

[ Setuo [ Sare [ Ciose fIl Gueue §I Print
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Field Description

Cumulative Class
List

Default is Cumulative Class List.

Report ID SCO03.

Recommended Recommends a portrait or landscape page setup.

Orientation Field is display only.

Cover Page Prints a cover page.

Draft Print Prints a draft copy.

Date Date for which you are running the report. The
report requires a value in either this field or the
Day Number field. The system displays an error
message if both fields are blank or if both fields
contain values.

Day Number Specific school day for which you are running the

report.

District Name

Name of your school’s district. If blank, you must
type in an entry. The contents of this field are
included in the header of the report. The system
updates the District Name field with any entry you
make in this required field.

School Type

Type of school for which you are running the
report. Select from the pop-up list. Available
school types are Regular and Summer.
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Cumulative Class List Checklist

Follow this checklist before you generate the Cumulative Class List.

Before you perform any of these steps, review the instructions for any
state-specific atoms that are listed. For standard SASIxp atoms, see the

SASIxp Help.
Step Task Atoms
1. Perform the setup tasks described in School; Sections;
Chapter 2, Setup and Maintenance. Tables Definition
2. Verify that all students have the correct Enroliment
enter code assigned. (EEi and W1*
excluded)
3. Populate the data collection atom. See EFA/EIA
Chapter 4, Data Collection. Classification Info
4, Run the Data Verification Report. For State Report
instructions, see see Data Verification Launcher
Report (SC06) on page 60.
5. Correct any errors found on the Data
Verification report.
6. Repeat Steps 4-5 until no errors are
found.

Printing the Cumulative Class List

1. From the State Report Launcher screen, click the link arrow next to
SCO03. The Report Interface screen displays.

2. If you are running the report for a specific date, type the date in the
Date field. If you are running the report for a specific school day, type
the day number in the Day Number field (for example, 45). If you select
a date other than a valid school day, the system defaults to the most
recent school date prior to the date you entered.

3. Inthe District Name field, type your district name, or accept the default
value. This field is required.

4. In the School Type field, select the type of school for which you are
running the report.
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5. Change print orientation to portrait.
6. Click Print.

Cumulative Class List Sample
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Daily Activities Log (SC04)

The Daily Activities Log provides a list of all students added to or deleted
from each EFA classification for a specified day or date or a cumulative list
for all days in the school year up to a specified day. The report is sorted by
EFA code and grade.
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Report Interface Screen—Options Tab
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Field Description

Daily Activities | Default is Daily Activities Log.

Report ID SCO04.

Recommended | Recommends a portrait or landscape page setup.
Orientation Field is display only.

Cover Page Prints a cover page.

Draft Print Prints a draft copy.

Date Date for which you are running the report. The report

requires a value in either this field or the Day Number
field. The system displays an error message if both
fields are blank or if both fields contain values.

Day Number Specific school day for which you are running the
report.
Grade Starting and ending grade levels to include in the

report. You can limit the report output to a single grade
or a range of grades. The default is Blank, which
includes all grades. These fields are optional.

District Name Name of your school’s district. If blank, you must type
in an entry. The contents of this field are included in
the header of the report. The system updates the
District Name field with any entry you make in this
required field.

Cumulative Indicates that you want the report to include all school
days up to the date or day indicated.
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Daily Activities Log Checklist

Follow this checklist before you generate the Daily Activities Log.

Before you perform any of these steps, review the instructions for any
state-specific atoms that are listed. For standard SASIxp atoms, see the

SASIxp Help.
Table 2:
Step Task Atoms
1. Perform the setup tasks described in School; Sections;
Chapter 2, Setup and Maintenance. Tables Definition
2. Verify that all students have the Enroliment
correct enter code assigned.
3. Populate the data collection atom. EFA/EIA
See Chapter 4, Data Collection. Classification Info
4, Run the Data Verification Report. For State Report

instructions, see see Data Verification Launcher
Report (SC06) on page 60.

5. Correct any errors found on the Data
Verification report.

6. Repeat Steps 4-5 until no errors are
found.

Printing the Daily Activities Log

1. From the State Report Launcher screen, click the link arrow next to
SCO04. The Report Interface screen displays.

2. If you are running the report for a specific date, type the date in the
Date field. If you are running the report for a specific school day, type
the day number in the Day Number field (for example, 45). If you select
a date other than a valid school day, the system defaults to the most
recent school date prior to the date you entered.

3. Inthe Grade fields, select the beginning and ending grade levels to
include in the report. This field is optional.

4. In the District Name field, type your district name, or accept the default
value. This field is required.
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5. Select the Cumulative field if you are running the report to include all
school days up to the date or day indicated.

6. Click Print.

Daily Activities Log Sample
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Daily Activities Summary Log (SCO5)

The Daily Activities Summary Log provides a daily summary of student
adds/deletes by EFA classification for the date or specified day number
and a cumulative summary for all days in the school year up to the date or
specified day number for which the report is run.

Adds are always represented by positive numbers; Deletes are always
represented by negative numbers. Nets may be either positive or negative
numbers. The report provides totals for Adds, Deletes, and Nets for all
EFA codes combined.

Report Interface Screen—Options Tab
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Field Description

Daily Activities

Default is Daily Activities Summary.

Report ID

SCO05.

Recommended
Orientation

Recommends a portrait or landscape page setup.
Field is display only.

Cover Page

Prints a cover page.

Draft Print

Prints a draft copy.

Date

Date for which you are running the report. The
report requires a value in either this field or the
Day Number field. The system displays an error
message if both fields are blank or if both fields
contain values.

Day Number

Specific school day for which you are running the
report.

Grade

Starting and ending grade levels to include in the
report. You can limit the report output to a single
grade or a range of grades. The default is Blank,
which includes all grades. These fields are
optional.

District Name

Name of your school’s district. If blank, you must
type in an entry. The contents of this field are
included in the header of the report. The system
updates the District Name field with any entry you
make in this required field.

Copyright © 1999-2001, 2004 NCS Pearson, Inc.

State Report Launcher

57



| Bookmark| Contents | Search | Usage | Glossary | Print Back | Forward | First [ Previous | Next Last

PEARSON NEENNIgES
TP |

Digital
Learning

Daily Activities Summary Log Checklist
Follow this checklist before you generate the Daily Activities Summary

Log.

Before you perform any of these steps, review the instructions for any
state-specific atoms that are listed. For standard SASIxp atoms, see the
SASIxp Help.

Table 3:

Step Task Atoms

1. Perform the setup tasks School; Sections;
described in Chapter 2, Setup Tables Definition
and Maintenance.

2. Verify that all students have the Enroliment
correct enter code assigned.

3. Populate the data collection EFA/EIA
atom. See Chapter 4, Data Classification Info
Collection.

4. Run the Data Verification Report. State Report
For instructions, see see Data Launcher
Verification Report (SC06) on
page 60.

5. Correct any errors found on the
Data Verification report.

6. Repeat Steps 4-5 until no errors
are found.
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Printing the Daily Activities Summary Log

1. From the State Report Launcher screen, click the link arrow next to
SCO05. The Report Interface screen displays.

2. If you are running the report up to a specific date, type the date in the
Date field. If you are running the report up to a specific school day, type
the day number in the Day Number field (for example, 45). If you select
a date other than a valid school day, the system defaults to the most
recent school date prior to the date you entered.

3. Inthe Grade fields, select the beginning and ending grade levels to
include in the report. This field is optional.

4. In the District Name field, type your district name, or accept the default
value. This field is required.

5. Click Print.

Daily Activities Summary Log Sample
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Data Verification Report (SCO6)

The Data Verification report checks all student EFA, EIA, and Precode
data against several compatibility tables and may generate a list of errors
that must be corrected before any extracts can be created and sent to the
SDE.

60 State Report Launcher

Run this report before running other reports and extracts that include EFA,
EIA, or precode information.

The Data Verification Report is used to verify data for these reports and
extracts:

35-Day Enroliment Report and Extract (ethnic, gender fields)
Cumulative Class Report and Extract (EIA field)
Membership and Attendance Report and Extract (EFA field)

Precode Extract (EFA, EIA, birthdate, gender, lunch, ethnic code
fields)

I State-defined Precode fields cannot be left blank.
All SRC Data (No Extracts); (all above fields)

This report collects data on all students regardless of ADA value,
enter code, or leave code.
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Report Interface Screen—Options Tab

EFAEIA Dat a Wer i alion Repon Sapoed I

Bty Soucen ID | (SO0 i

Cpbores |

Type |35 Dary Enroliment Extract -

| Setun J| Save | | |

Field Description

EFA/EIA Data Sorting options you want to use for the report.
Verification Report | Valid options include:

e By Student ID

e By Student Name

e By Grade/Name

Report ID SCO06

Recommended Recommends a portrait or landscape page setup.
Orientation Field is display only.

Cover Page Prints a cover page.

Draft Print Prints a draft copy.
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Type Type of extract options available. Options are:

e 35-Day Enrollment Extract

e Cumulative Class Extract

e Membership and Attendance Extract
e Precode Extract

e All SRC Data (No extracts)

Data Verification Report Checklist

Follow this checklist before you generate the Data Verification Report.

Before you perform any of these steps, review the instructions for any
state-specific atoms that are listed. For standard SASIxp atoms, see the

SASIxp Help.
Table 4
Step Task Atoms
1. Perform the setup tasks School; Sections;
described in Chapter 2, Setup Tables Definition
and Maintenance.
2. Verify that all students have the Enrollment
correct enter code assigned.
3. Populate the data collection EFA/EIA
atom. See Chapter 4, Data Classification Info
Collection.
4, Run the Data Verification Report. | State Report
Launcher
5. Correct any errors found on the
Data Verification report.
6. Repeat Steps 4-5 until no errors
are found.
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Printing the Data Verification Report

1. From the State Report Launcher screen, click the link arrow next to
SCO06. The Report Interface screen displays.

2. In the EFA/EIA Data Verification Report field, use the pop-up list to
select the desired sorting option.

3. Choose the Extract Type.
4. Click Print.

Data Verification Report Sample

Shudent Data Verification Repart for 1 SRC Data
Sort Order: By Student ID

School Information:

School Mame:  Training High School . District Mumber: 0004
Gchool Phone: 8052216368 Date: NAT0
BEDS Code:  DDDSODS Page: !

Data errors were found inthe following student records:

Studert 10 Studert Name Grade Ermor Message
0000250078 Adams, Luke R. 12 Initial enrollment and initial EF 4 dates are mismatehed.
Initial enrollmert and initial El4 dates are mismatched.
0000280137 Ackerman, Zadie L. 1 Initial enrollmert and initial ElA dates are mismatched.
Grade incompatible with EF A code: P, 090600,
0000280171 Addizon, Kewin L. 10 Initial enrollment and initial ElA dates are mismatehed.
Invvalid Lunch Code.
20000250192 Mston, Russell J. 10 Initial enrollment and initial EIA dates are mismatched.
Total Emoneous Student Records: 4 Tatal Emors: 7
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Master Classification List — Homeroom (SCO7)

64 State Report Launcher

The Master Classification List — Homeroom report identifies the students in
each EFA code according to the number of days students in a homeroom
section were assigned to each EFA code. Although this report is not
required by the SDE, schools often use it as a monitoring tool and as
supporting detailed information for the Membership and Attendance
Report.

The report lists students by homeroom and provides a separate page for
each homeroom section. The report may be limited to a specific section ID
or range of teachers.

Codes are ordered by date for a student. The duration is based on the
values in the Start Date and Stop Date fields on the EFA History tab in the
EFA/EIA Classification Info atom, compared to the number of membership
days available during the specified time frame according to the Enroliment
atom.

Withdrawals have a duration calculated.

Secondary EFA codes have no duration calculated. If a secondary EFA
code is entered twice, the second entry is listed with no date or duration to
mark the duplication.

This report requires an ADA field value of Y.
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Report Interface Screen—Options Tab

Blaslen Classihicalion Ll

[Macler Cmee Lisl - Bomencom =] 207 [
oyl
|=C Castrict
0 [ Quse | P |
Field Description

Master Classification List | Default is Master Class List — Homeroom.

Report ID SCO07.

Recommended Recommends a portrait or landscape page
Orientation setup. Field is display only.

Cover Page Prints a cover page.

Draft Print Prints a draft copy.

District Name Name of your school’s district. If blank, you

must type in an entry. The contents of this
field are included in the header of the report.
The system updates the District Name field
with any entry you make in this required
field.

Date Date for which you are running the report.
The report requires a value in either this
field or the Day Number field. The system
displays an error message if both fields are
blank or if both fields contain values.
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Day Number Specific school day for which you are

66 State Report Launcher

running the report.

Teacher Number

Teachers to include in the report. You can
limit the report output to a single teacher or
range of teachers. The default is Blank,
which includes all teachers.

Section Number

Section ID to include in the report. The
default is Blank, which includes all
homeroom sections.

Master Classification List — Homeroom Checklist

Follow this checklist before you generate the Master Classification List —

Homeroom.

Before you perform any of these steps, review the instructions for any
state-specific atoms that are listed. For standard SASIxp atoms, see the

SASIxp Help.
Step Task Atoms
1. Perform the setup tasks described in School; Sections;

Chapter 2, Setup and Maintenance.

Tables Definition

Chapter 4, Data Collection.

2. Verify that all students have the correct Enroliment
enter code assigned.
3. Populate the data collection atom. See EFA/EIA

Classification Info

4. Run the Data Verification Report. For
instructions, see see Data Verification
Report (SC06) on page 60.

State Report
Launcher

5. Correct any errors found on the Data
Verification report.

found.

6. Repeat Steps 4-5 until no errors are
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Printing the Master Classification List — Homeroom

1.

From the State Report Launcher screen, click the link arrow next to
SCO07. The Report Interface screen displays.

In the District Name field, type your district name, or accept the default
value. This field is required.

If you are running the report for a specific date, type the date in the
Date field. If you are running the report for a specific school day, type
the day number in the Day Number field (for example, 45). If you select
a date other than a valid school day, the system defaults to the most
recent school date prior to the date you entered.

In the Teacher Number fields, select the teachers that represent the
range to include in the report. This field is optional.

In the Section ID field, select the section to include in the report. This
field is optional.

Change print orientation to landscape.

Click Print.
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Master Classification List—Homeroom Sample
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Master Classification List — Student (SC0O8)

The Master Classification List — Student report identifies the students in
each EFA code based on the number of days the student was assigned to
each EFA code. Although this report is not required by the SDE, schools
often use it as a monitoring tool and as supporting detailed information for
the Membership and Attendance report. The report provides two sorting

options:
e By Name
e By Grade

Codes are ordered by date for a student. The duration is based on the
values in the Start Date and Stop Date fields in the EFA History tab in the
EFA/EIA Classification Info atom, compared to the number of membership
days available during the specified time frame according to the Enroliment
atom.

Withdrawals have a duration calculated.
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Secondary EFA codes have no duration calculated. If a secondary EFA

code is entered twice, the second entry is listed with no date or duration to
mark the duplication.

This report requires an ADA field value of Y.

Report Interface Screen—Options Tab

Master Classification List _F“ ot I Tl ior | G Piig
|miacinr Onge Lis - Sjuderl w| |SC0E - [T Dran Prsd
- [9
|B‘5’Hm|u -

s Al i |Sl;'

. | :

5 [ =] =
[ Sstup | S | [ Gueue [ Frine |
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Field Description
Master Classification Default is Master Class List — Student.
List
Report ID SCO08.
Recommended Recommends a portrait or landscape page
Orientation setup. Field is display only.
Cover Page Prints a cover page.
Draft Print Prints a draft copy.
Sort Options for sorting the report. Select from the

pop-up list. Options are:

e By Name
e By Grade

District Name

Name of your school’s district. If blank, you
must type in an entry. The contents of this field
are included in the header of the report. The
system updates the District Name field with
any entry you make in this required field.

Date

Date for which you are running the report. The
report requires a value in either this field or the
Day Number field. The system displays an
error message if both fields are blank or if both
fields contain values.

Day Number

Specific school day for which you are running
the report.

Grade

Starting and ending grade levels to include in
the report. You can limit the report output to a
single grade or a range of grades. The default
is Blank, which includes all grades. These
fields are optional.

70 State Report Launcher
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Master Classification List — Student Checklist

Follow this checklist before you generate the Master Classification List —
Student.

Before you perform any of these steps, review the instructions for any
state-specific atoms that are listed. For standard SASIxp atoms, see the

SASIxp Help.

Step Task Atoms

1. Perform the setup tasks described in School; Sections;
Chapter 2, Setup and Maintenance. Tables Definition

2. Verify that all students have the correct Enroliment

enter code assigned.

3. Populate the data collection atom. See EFA/EIA
Chapter 4, Data Collection. Classification Info
4, Run the Data Verification Report. For State Report
instructions, see see Data Verification Launcher

Report (SC06) on page 60.

5. Correct any errors found on the Data
Verification report.

6. Repeat Steps 4-5 until no errors are
found.

Printing the Master Classification List — Student

1. From the State Report Launcher screen, click the link arrow next to
SCO08. The Report Interface screen displays.

2. Select a Sort option to sort the report by Name or by Grade.

3. In the District Name field type your district name, or accept the default
value. This field is required.

4. If you are running the report for a specific date, type the date in the
Date field. If you are running the report for a specific school day, type
the day number in the Day Number field (for example, 45). If you select
a date other than a valid school day, the system defaults to the most
recent school date prior to the date you entered.
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5. In the Grade field, select the beginning and ending grade levels to
include in the report. This field is optional.

6. Change print orientation to landscape.
7. Click Print.

Master Classification List — By Student Sample

Dms i Pl Pyl s i b v Fapn |
Hﬂr1!i?v1!l|hmn

EITH] Coaly WN0GR o iy - Domi a2 [ oy

e T g R Forece Hara 49

Teleplearw K9FTT1-SEH

L o o s by oy whramre

TURTDEETI Mibee, b
RGO 1T Jayrn | T |
s e e
TR T Al s L.
EWM*WHEHH#J
0l v e e
?ﬂn-ﬂhﬁ1du
SRS drderyra, Dasd J
TS S
R 115 Bk Py Lassin
s i e ey

7 TR Wb Ll
GG 1 e, g,
D e, L

7 BCCCTRAC Brard Pkt Bakn b
W0 el G g, By idorsl
T 1 D e M Ly
RS 1 ek, Pl e

T IE na N
L i weR i

HHiE m;s

cEpEdE

E
5
T

L
KR

E

{

i

i
:I:;;:IL:

i
i

=
ErrErtEtEEtEEbEEEEEEEEESEEEEEEEEEESEE

T ECETNAT Cherwsi Ly S
oA G (e Qe

72  State Report Launcher Copyright © 1999-2001, 2004 NCS Pearson, Inc.



| Bookmark| Contents | Search | Usage | Glossary | Print Back | Forward | First [ Previous | Next Last

PEARSON Reports
|

Digital
Learning

Membership and Attendance Report and Extract (SC09)

The Membership and Attendance report is a one-page document
containing all of the membership and attendance information required by
the SDE. Although the state only requires you to submit the Membership
and Attendance report on the 45th and 135th days of the school year, you
can generate the report at any time.

You can run the Membership and Attendance report as a printed report or
as a report and extract file. The extract produces a text file suitable for
transmission to the SDE.

The report includes all students active for at least one day of the time
frame of the report and with an ADA =Y. It excludes days for students with
an ADA code of N or C.

Students with an enter code ending in "i* are excluded from this report.

For information on absence codes setup and usage, see Chapter 2,
"Setup."

Extracts created for self-contained students have MSC file names instead
of MEM.

The system performs several calculations to arrive at the required
information.

1. Total EFA Grade Code by Grade Level

The program tallies the number of days the students were enrolled.
The tally includes all days, including the day number or date indicated.

2. Total by EFA Code
The program sums all EFA grade codes by grade level tallies.
3. Average Daily Membership (ADM)

The program divides the membership total for the specified time period
by the number of days.

4. Total ADM by EFA Code

The program divides the total by EFA Code (Calculation #2 above) by
the number of days.

5. Total by Grade Level

The program provides a total of all EFA student membership days for
each grade level.
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6. Total ADM by Grade Level

The program divides the total by grade level (Calculation #5 above) by
the number of days.

7. Total Absence by Grade Level

The program counts the number of absences per student based on
attendance by grade level for the specified time period.

I An error-free data verification report is required before running the
extract.

Report Interface Screen—Options Tab

Blernbership & Afendance Report Repord ID sieri sl e Pags
[MaiThar i and Afendana Regod | SO0 [’?] [ Dt Peink
ol | Mt |
1 B |zc
Superriendert [
I
[Prirted Repart Crdy -
| Setup ] Save | 1 I
Field Description
Membership & Default is Membership and Attendance Report.
Attendance Report
Report ID SC09
Recommended Recommends a portrait or landscape page setup.
Orientation Field is display only.
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Field
Cover Page
Draft Print

Prints a draft copy.

District Name

Name of your school’s district. If blank, you must
type in an entry. The contents of this field are
included in the header of the report. The system
updates the District Name field with any entry you
make in this required field.

Superintendent

District superintendent’'s name. If blank, you must
type in an entry. The contents of this field are used
for a signature line on the bottom of the report.
The system updates the Contact field with any
entry you make in this required field.

Date

Date for which you are running the report. The
report requires a value in either this field or the
Day Number field. The system displays an error
message if both fields are blank or if both fields
contain values.

Day Number

Specific school day for which you are running the
report.

Process

Indicates the type of output you want. Select from
the pop-up list. Available options are:

e Printed Report Only—prints the report.

e Report and Extract—prints the report and
sends the extract contents to the non-
transmitted directory.

e Report and Extract (Ready for
Transmission)—prints the report and sends
the extract contents to the MEM directory.

Report self-
contained students
only

Indicates if you want the report to include only
those students participating in self-contained
classes. The default is Blank, which includes all
students.

Copyright © 1999-2001, 2004 NCS Pearson, Inc.

State Report Launcher

75



| Bookmark| Contents | Search | Usage | Glossary | Print Back | Forward | First [ Previous | Next Last

PEARSON Reports
TP |

Digital
Learning

Membership and Attendance Report and Extract Checklist

Follow this checklist before you generate the Membership and Attendance
report or extract.

Before you perform any of these steps, review the instructions for any
state-specific atoms that are listed. For standard SASIxp atoms, see the

SASIxp Help.

Step Task Atoms

1. Perform the setup tasks described in School; Sections;
Chapter 2, Setup and Maintenance. Tables Definition

2. Verify that all students have the correct Enroliment

enter code assigned.

3. Populate the data collection atom. See EFA/EIA
Chapter 4, Data Collection. Classification Info
4, Run the Data Verification Report. For State Report
instructions, see see Data Verification Launcher

Report (SC06) on page 60.

5. Correct any errors found on the Data
Verification report.

6. Repeat Steps 4-5 until no errors are
found.

Printing the Membership and Attendance Report

1. From the State Report Launcher screen, click the link arrow next to
SCO09. The Report Interface screen appears.

2. Inthe District Name field, type your district name, or accept the default
value. This field is required.

3. In the Superintendent field, type the name of the district
superintendent, or accept the default value. This field is required.

4. If you are running the report for a specific date, type the date in the
Date field. If you are running the report for a specific school day, type
the day number in the Day Number field (for example, 45). If you select
a date other than a valid school day, the system defaults to the most
recent school date prior to the date you entered.
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5. Inthe Process field, use the pop-up list select the type of report output
you want.

6. Select the Report Self-Contained Students Only field if you want the
report to include only self-contained students.

7. Change print orientation to landscape.
8. Click Print.

Membership and Attendance Report Sample
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Membership and Attendance Worksheet (SC10)

The Membership and Attendance Worksheet provides supporting
information for the Membership and Attendance Report. The worksheet
contains running membership and attendance totals of new students and
dropped students by EFA code for each day in a specified date range.

This worksheet requires an ADA field value of Y. Students with an enter
code ending in "i" are excluded from this report.

For information on absence codes setup and usage, see Chapter 2,
"Setup."

The system performs several calculations to arrive at the required
information.

1. Date
2. Day Num
3. Adds

The program provides a total of newly enrolled students for the date or
day number indicated.

4. Drops

The program provides a total of newly dropped students for the date or
day number indicated. Drops show on the first day of non-enroliment.

5. Cumulative Total

The program subtracts the number of drops from the number of adds
to arrive at the net change in enrollment.

6. Total EFA grade Code by Date Range and Day Number

The program loops through all student EFA records by grade and
provides the total number of students in each EFA code for each day
included in the report.

7. Total EFA Grade Codes by Date Range and Day Number

The program provides the total number of students for all EFA codes
for the indicated day.

8. Daily Absent

The program loops through attendance records and totals the number
of students absent for each date included in the date range, according
to the rules in Absence Reasons setup.
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9. Daily Present

The program loops through attendance records and totals the number
of students present for each date included in the date range.

10. Total Attendance

The program adds the figures for Daily Absent (Calculation #8) and
Daily Present (Calculation #9).

11. Period Total

The program provides totals for the Calculations 1-10 for the current
report page.

12. Cumulative Total by Period

The program adds the Period Totals (Calculation #11) for each page
printed so far.

13. Average Daily Membership

The program loops through attendance records and divides the actual
days of membership by the number of possible days of membership to
arrive at the average daily membership for the current report page and
all report pages printed so far.

14. Average Daily Attendance

The program loops through attendance records and divides the actual
days of attendance by the number of possible days of attendance to
arrive at the average daily attendance for the current report page and
all report pages printed so far.
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Reports

Report Inbeface EX

Mesnbershin ani itleidance

Report Interface Screen—Options Tab

tﬂ:ﬂi:-ef:l‘ll:- and Aferalanos Vorks hest

| setup | Save |

Field

Description

Membership and

Default is Membership and Attendance

Attendance Worksheet.

Report ID SC10.

Recommended Recommends a portrait or landscape page setup.

Orientation Field is display only.

Cover Page Prints a cover page.

Draft Print Prints a draft copy.

Date Range Date range for which you are running the report.
The report requires either a range of dates in this
field or a value in the Day Number field. The
system displays an error message if both fields
are blank or if both fields contain values.

Day Number Specific school day for which you are running the

report.

Copyright © 1999-2001, 2004 NCS Pearson, Inc.



| Bookmark| Contents | Search | Usage | Glossary | Print Back | Forward | First [ Previous | Next Last

PEARSON mESENNIgeS

|
Digital
Learning
Field Description
Grade Starting and ending grade levels to include in the

report. You can limit the report output to a single
grade or a range of grades. The default is Blank,
which includes all grades. These fields are
optional.

District Name Name of your school’s district. If blank, you must
type in an entry. The contents of this field are
included in the header of the report. The system
updates the District Name field with any entry you
make in this required field.

Report self- Indicates if you want the report to include only

contained students | those students participating in self-contained

only classes. The default is Blank, which includes all
students.

Membership and Attendance Worksheet Checklist

Follow this checklist before you generate the Membership and Attendance
Worksheet.

Before you perform any of these steps, review the instructions for any
state-specific atoms that are listed. For standard SASIxp atoms, see the

SASIxp Help.
Step Task Atoms
1. Perform the setup tasks described in School; Sections;
Chapter 2, Setup and Maintenance. Tables Definition
2. Verify that all students have the correct Enroliment
enter code assigned.
3. Populate the data collection atom. See EFA/EIA
Chapter 4, Data Collection. Classification Info
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Step Task Atoms
4, Run the Data Verification Report. For State Report
instructions, see see Data Verification Launcher

Report (SC06) on page 60.

Correct any errors found on the Data
Verification report.

Repeat Steps 4-5 until no errors are
found.

Printing the Membership and Attendance Worksheet

1.

82 State Report Launcher

From the State Report Launcher screen, click the link arrow next to
SC10. The Report Interface screen appears.

If you are running the report for a specific date range, type the range in
the Date Range fields. If you are running the report for a specific
school day, type the day number in the Day Number field (for example,
45). If you select a date other than a valid school day, the system
defaults to the most recent school date prior to the date you entered.

In the Grade field, select the beginning and ending grade levels to
include in the report. This field is optional.

In the District Name field, type your district name, or accept the default
value. This field is required.

Select the Report Self-Contained Students Only field if you want the
report to include only self-contained students.

Change print orientation to landscape.
Click Print.
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Membership and Attendance Worksheet Sample
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Precode Extract (SC11)

84  State Report Launcher

The Precode Extract produces a text file suitable for transmission to the
SDE. There is no report generated, only an extract. The Precode Extract
contains three data sections:

e Student demographics
e Existing SASIxp mapped fields
e State-defined Precode fields

Only active students are extracted.

I An error-free data verification report is required before running the
extract.

Report Interface Screen—Options Tab

Report |rterface Ex

Pre Coile Exract R I Jeienbalion Doy P

[Fre-Code Baract = [5C11 Drnst Prit
| -

Pr e Exirasc -
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Field Description

Pre-Code Extract Default is Pre-Code Extract.

Report ID SC11

Recommended Recommends a portrait or landscape page setup.

Orientation Field is display only.

Cover Page Prints a cover page.

Draft Print Prints a draft copy.

Process Indicates the type of output you want. Select from
the pop-up list. The default is extract. Available
options are:

e Extract—Sends the extract contents to the
non transmitted directory.

e Extract (Ready for Transmission)—Sends the
extract contents to the PRC directory.

Report Interface Screen—Custom Tab

Use this tab to use the job queue function only. Print Preview does not
apply for this extract.
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Precode Extract Checklist

Follow this checklist before you generate the Precode Extract.

Before you perform any of these steps, review the instructions for any
state-specific atoms that are listed. For standard SASIxp atoms, see the

SASIxp Help.

Step Task Atoms

1. Perform the setup tasks described in School; Sections;
Chapter 2, Setup and Maintenance. Tables Definition

2. Verify that all homeroom sections have Teacher; Sections
teachers assigned and that students are
properly scheduled.

3. Verify that all student lunch codes, Student
birthdates, and ethnic codes are properly
assigned.

4, Verify that all students have the correct EFA/EIA

Precode values assigned. See Chapter 4, | Classification Info
EFA/EIA Data Collection.

5. Run the Data Verification Report. For State Report
instructions, see see Data Verification Launcher
Report (SC06) on page 60.

6. Correct any errors found on the Data
Verification report.

7. Repeat Steps 5-6 until no errors are
found.

Generating the Precode Extract

1. From the State Report Launcher screen, click the link arrow next to
SC11. The Report Interface screen appears.

2. Inthe Process field, select the type of process from the pop-up list.

3. Click Print.
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Reports from an Extract (SC12)

Reports from an Extract reads one of three extract file types for a school
and duplicates the original report using the extract. (All other SASIxp
reports are printed from the SASIxp database.) This report looks identical
to the report that runs when the extract is originally created. The extract
files that print are:

e 35-Day Enrollment
e Cumulative Class
e Membership and Attendance

The extract file names and sub-directory paths that are used to create the
report are printed on the last page of the report.

Generating Reports from Extracts

Reports from an Extract checks all of the sub-directories (the four extract
sub-directories, Archive sub-directory, and other sub-directories) in the
Extract Root path for the latest extract file for each school. These sub-
directories contain the following extract files:

e The Archive sub-directory contains all of the extract files that have
been sent to the SDE using Entrata™ software. Entrata software
automatically creates sub-directories within the Archive sub-directory
for each transmission day. The Entrata application must be configured
to create archives under the Extract Root directory.

e The Cumulative Class, 35-Day Enrollment, Membership and
Attendance, and Precode sub-directories contain all of the extract files
that need to be sent to SDE.

e The Non-transmission sub-directory contains all extracts that the
district does not want to send to SDE, but still wants to include in the
report.

The extract files in these sub-directories have a common naming format.
All of the extract file names are 33 characters long and consist of five
nodes separated by periods, as in this example:

Fi | eNane: D1234999. MEM D045. D000514. T181313

N N

District & School School Day # Ti me
Extract Type Dat e
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The five nodes of this sample extract file name indicate that:
e This extract is from district “1234” and school “999” within that district.

e This is the Membership and Attendance extract for the 45t day of
school.

e This extract file was created on 5/14/00 at 6:13:13 p.m.

The available extract types are:

Extract Type Definition
ENR 35 Day Enrollment Extract (SC01)
MEM Membership and Attendance Extract (SC09)
MSC Membership and Attendance Self-Contained
SAS Cumulative Class Extract (SC02)
SSS Cumulative Class for Summer School
PRC Precode Extract (SC11)

If you request a report for Membership and Attendance on the 45" school
day, the report program scans all of the sub-directories within the Extract
Root sub-directory, searching for the latest extract file for each school
specified using the date range.

This date range defaults to August 1st through July 31st of the current
school year. Only extract files with dates within this range are included in
the scanning logic. This prevents an extract from the last school year from
being included in the report.

You can use this report for more than one school at a time by using the
School Num Range fields.
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Report Interface Screen—Options Tab

Report Interface EX

Reports from an Extract

Recommended
Repoart 1D Crrientation [ Cover Page

|Reports from an Extract

Oplions | custom |

] [sc12 - [ Dratt Prirt

Extract Type |35 Dy Enrollimenit

Extract Date Range |DBJ’EI1J’99 - |07i31ma

Zchool Mum Bange (999 - 1999

[ Setup [ Save |

Report Interface EX

Recommended
Reports from an Extract Report ID Orientation [ Cowver Page
|Reports from an Extract ~ [5c12 E':j [ Draft Prirt

Options | Custom

Extract Type |Cumulstive Class

d

Estract Date Range [08/01/95 - [07/31/89

School Day Mumber

School Mum Range 001 - |001

School Type |Regular School -

[ setun | Save

Copyright © 1999-2001, 2004 NCS Pearson, Inc.

State Report Launcher 89



| Bookmark| Contents | Search | Usage | Glossary | Print Back | Forward | First [ Previous | Next Last

PEARSON NEENNIgES
TP |

Digital
Learning

Aeport Inleface EX

Heporis froem an Extract

Fepors Trom an Exdnact * (2012 m [ Dt F

Exfract Type Membership & Afterdance =

ract Dute Fange [06M156 - 075159 ool bum Fiangs 000 - [004

[ setup [ Save | J Gueue || Prin

Field Description

Reports from an Default is Reports from an Extract.

Extract

Report ID SC12.

Recommended Recommends a portrait or landscape page setup.
Orientation Field is display only.

Cover Page Prints a cover page.

Draft Print Prints a draft copy.

Extract Type Type of extract to be used for recreating a report.

Pop-up list includes:

e 35 Day Enrollment
e Cumulative Class
e Membership and Attendance
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Field Description
Extract Date Confines the search for the most recent extract to a
Range specific date range. The extract file whose file

name contains the most recent date node within
this date range and also matches the appropriate
extract type (ENR for 35-Day Enrollment, SAS or
SSS for Cumulative Class, MSC or MEM for
Membership and Attendance) for this school is
used for this report.

School Num The beginning and ending school numbers

Range included in the report. Leaving this field blank
recreates a report for all schools that have an
extract file.

School Day Specific school day for which you are running the

Number report.

(Cumulative Class
and Membership
& Attendance)

School Type Type of school for which you are running the report.
(Cumulative Select from the pop-up list. Available school types
Class) are Regular and Summer.

Report self- Indicates if you want the report to include only
contained those students participating in self-contained
students only classes. The default is Blank, which includes all
(Membership & students.

Attendance)

Generating Reports from an Extract

1. Verify that the required extracts exist.

2. From the State Report Launcher screen, click the link arrow next to
SC12. The Report Interface screen appears.

3. Inthe Extract Type field, select the extract type from the pop-up list.

4. In the Extract Date Range field, select the specific date range to find
the most recent extract. The default date range is the one-year period
beginning August 1 and ending July 31 for the school year currently
logged into.
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5. Inthe School Num Range field, select the beginning and ending school
numbers that you want to include in the report or leave blank for all
schools.

6. If generating the Cumulative Class report, insert the specific school
day for which you are running the report in the School Day Number
field and select either regular or summer school from the pop-up list in
School Type field.

7. If generating the Membership & Attendance report, insert the specific
school day for which you are running the report in the School Day
Number field. Check the Report Self-Contained Students Only
checkbox if you want the report to include only those students
participating in self-contained classes.

8. Change print orientation to landscape.

9. Click Print.

District Summary Reports (SC13)

92 State Report Launcher

The District Summary Report (SC13) reads one of three extract file types
for all schools and prints a district summary report from those individual
school extract files. The District Summary Report is available for:

e 35-Day Enroliment
e Cumulative Class
e Membership and Attendance

The extract file names and sub-directory paths that are used to create the
report are printed on the last page of the report.

Generating District Summary Reports from Extracts

District Summary Reports checks all of the sub-directories (the four extract
sub-directories, Archive sub-directory, and other sub-directories) in the
Extract Root path for the latest extract file for each school. These sub-
directories contain the following extract files:

e The Archive sub-directory contains all of the extract files that have
been sent to the SDE using Entrata™ software. Entrata software
automatically creates sub-directories within the Archive sub-directory
for each transmission day. The Entrata application must be configured
to create archives under the Extract Root directory.

e The Cumulative Class, 35-Day Enrollment, Membership and
Attendance, and Precode sub-directories contain all of the extract files
that need to be sent to SDE.
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e The Non-transmission sub-directory contains all extracts that the
district does not want to send to SDE, but still wants to include in the
report.

The extract files in these sub-directories have a common naming format.
All of the extract file names are 33 characters long and consist of five
nodes separated by periods, as in this example:

Fi | eNane: D1234999. MEM D045. D000514. T181313

SR B

District & School School Day # Ti me
Extract Type Dat e

The five nodes of this sample extract file name indicate that:
e This extract is from district “1234” and school “999” within that district.

e This is the Membership and Attendance extract for the 45t day of
school.

e This extract file was created on 5/14/00 at 6:13:13 p.m.

The available extract types are:

Extract Type Definition
ENR 35 Day Enrollment Extract (SC01)
MEM Membership and Attendance Extract (SC09)
MSC Membership and Attendance Self-Contained
SAS Cumulative Class Extract (SC02)
SSS Cumulative Class for Summer School
PRC Precode Extract (SC11)
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If you request a report for Membership and Attendance on the 45" school
day, the report program scans all of the sub-directories within the Extract
Root sub-directory, searching for the latest extract file for each school
specified using the date range.

This date range defaults to August 1st through July 31st of the current
school year. Only extract files with dates within this range are included in
the scanning logic. This prevents an extract from the last school year from
being included in the report.
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Report Interface Screen—Options Tab

Hajsbil Inleilacs EX

(eomneEred
Disinict Summary Ripors Fapae IC Oimierdslio | Cower Pags
[Estrict Sumnary Raports =] [5013 [.‘1 [ Dvaft Frick
O | e
Eutract Type |35 Cmy Erroiment -
Exiract Db Farc: ||'|HI'.'I'.!'|!'| - 0700

O E3 E | 1 |
]

R Ecommeried
Districl Sirirmiany REpors F‘ il I . Chr el il | v Pag
Chisinct Summary Reports N E=E] :E [~ Cratt Prnt
Optiorss | |
Extract Type oummisiTyve Cass -
Estract Dwle Rangs (060156 - (073159
Sz hiool Dy bumier | chool Type Reguinr School -
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DisArict Surirang Reports

Ciztrict Summary Aeporia
optior: | [
Jeesnibership & SHendarce o« |
Dl Range  j0200A /98 07z M3
[ Seive I Bave | | | I
Field Description
District Summary | Default is District Summary Reports.
Reports
Report ID SC13.
Recommended Recommends a portrait or landscape page setup.
Orientation Field is display only.
Cover Page Prints a cover page.
Draft Print Prints a draft copy.
Extract Type Type of extract to be used for creating the report.

Pop-up list includes:

e 35 Day Enroliment
e Cumulative Class
e Membership and Attendance
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Field Description

Extract Date
Range

Confines the search for the most recent extracts to
a specific date range. The extract files whose file
name contains the most recent date node within
this date range and also matches the appropriate
extract type (ENR for 35-Day Enrollment, SAS or
SSS for Cumulative Class, MSC or MEM for
Membership and Attendance) for these schools are
used for this report.

School Day
Number
(Cumulative Class
and Membership

Specific school day for which you are running the
report.

& Attendance)

School Type Type of school for which you are running the report.
(Cumulative Select from the pop-up list. Available school types
Class) are Regular and Summer.

Report self- Indicates if you want the report to include only
contained those students participating in self-contained

students only
(Membership &
Attendance)

classes. The default is Blank, which includes all
students.

Generating District Summary Reports

1.
2.

Verify that the required extracts exists.

From the State Report Launcher screen, click the link arrow next to

SC13. The Report Interface screen appears.

In the Extract Type field, select the extract type from the pop-up list.

In the Extract Date Range field, select the specific date range to find

the most recent extracts. The default date range is the one-year period
beginning August 1 and ending July 31 for the school year currently

logged into.

If generating the Cumulative Class summary report, insert the specific

school day for which you are running the report in the School Day
Number field and select either regular or summer school from the pop-
up list in School Type field.
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6. If generating the Membership & Attendance summary report, insert the
specific school day for which you are running the report in the School
Day Number field. Check the Report Self-Contained Students Only
checkbox if you want the report to include only those students
participating in self-contained classes.

7. Change print orientation to landscape.

8. Click Print.

Mark Distribution Analysis Report (SC14)

This report prints a mark distribution analysis organized by teacher,
course, and beginning period. This analysis shows totals and percentages
for all academic marks awarded during the selected marking period. Totals
compile and display for each teacher and course. Totals for the entire
school also display.

For each teacher listed, the following information is provided:

e Course number and title
e Class period
e Totals and percentages of students

If the school uses tracks, the Track field displays on the report interface
and you can choose a particular track for which you want to print the
report.

98 State Report Launcher Copyright © 1999-2001, 2004 NCS Pearson, Inc.



| Bookmark| Contents | Search | Usage | Glossary | Print Back | Forward | First [ Previous | Next Last

PEARSON mESENNIgeS

——

Digital
Learning

Report Interface For Schools Using Tracks

Report Interface EX

Feport 1D |5c1 4 | Recommended
Mark Distribution Analysis Report O”E”tat"" [ | Cover F‘.age
|Generic Report -] r- [ 1 Dratft Print
Enter Parameters for Mark Distribution Analysis Bepo

Oplion:s | custom |

Teacher Mumber: I_- I_ Track: FI

Courze D |

Marking Period; |15t Gk -

ClleUe
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Report Interface Fields

Fields Description
Report ID Report’s identification code
Recommended Report's recommended page orientation.
Orientation Click Setup to verify that your printer's paper

orientation matches the recommended
orientation (in this case, landscape).

Teacher Number

Enter a single teacher number or a range of
teacher numbers for which you want the
mark distribution to print. If both fields are left
blank, distribution totals are calculated for all
teachers.

Course ID

Enter a single course ID or a range of IDs for
which you want mark distribution to print. The
maximum size of this field is set in the
Course Length field on the Schedule Tab of
the School atom.

Track

Select the appropriate track.

Note: The track type can be either numeric or
alpha. You can set the track type in
Track Type field on the General tab of
the School atom.
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Marking Period Select a marking period for the report.

This field takes values from the marking

periods defined in the Hdg1l and Hdg2 fields
on the Marks tab of the Grading Setup atom.
This fields defaults to the first marking period.

For more information, see "Setting Up
Grading" in SASIxp™ Grade Reporting
Training Guide

Note: Hdg1 and Hdg?2 fields define a
marking period. For example, you can
set a Marking period to Fnl Grd when
you define Fnl in the Hdg1 field and
Grd in the Hdg?2 field. When the Hdg1l
and Hdg2 fields are combined, each
item must be unique. If there are
duplicates, only the first instance of the
marking period will be printed. For
example, you set a marking period to
Sem Exam for the first semester (line 4
on the Marks tab of Grading Setup)
and you set a marking period to Sem
Exam for the second semester (line 9
on the Marks tab of Grading Setup). In
this instance, the report interface will
show two selections of Sem Exam, but
only the first one will be reported. To
resolve this, ensure that all marking
periods defined on the Marks tab of
Grading Setup are unique when the
Hdgl and Hdg2 fields are combined.
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Running the Report

1. From the State Report Launcher screen, click the link arrow next to
SC14. The Report Interface displays.

2. Enter appropriate information in the fields.

3. Click Print.

Note: Running the SC14 report can produce both a report and an error
log. If any of the parameters on the report interface are met, a report
prints. At the same time, if any of the parameters are not met, errors are
generated and placed in the error log. To obtain all of the data for the
SC14 report, review both the report and the error log.

Sample Report (Page 1)

Secondary Demo
02/10/04 Mark Distribution Analysis Report SC14
17:36:17 1st Swk Page 1
Track: A
Tch #: 999 Teacher Name: Helki, Enula S.
Mth Enrchmt Emb CP - 999809CC - Per 08 Algebra | EMB Cp-111M11CC - Per 01

Marks Total Pct Marks Total P Marks Total Pct

7 1 100.0 0 9 1 21
100 2 4.2

50
51
56
57
58
59
60
61
62

PRI R R R R R R N R
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Sample Report (Page 2)

p— SecondaryDem o —_—
Mark Disth bution Anslysi s R eport
&0 e e Page 150
Schoal Totals
Mark s Total Pt Mark s Total Pt Mark = Total Pt

u] u] 0.00 45 u] 0.00 g0 9 4.00

1 ul 0.00 45 o 0.00 91 200 365

2 a 0.00 47 a 0.00 az 197 360

3 ul 0.00 45 o 0.00 93 320 585

4 ul 0.00 49 o 0.00 94 266 4 GG

bl u] 0.00 a0 u] 0.00 95 32 a2.70

E ul 0.00 =1 o 0.00 96 360 E.58

7 ul 0.00 92 o 0.00 97 362 661

g ul 0.00 a3 3 0.03 95 389 .03

9 ul 0.00 24 1 0.2 99 320 585

10 u] 0.00 525 a 0.00 100 M3 572

11 ul 0.00 a6 1 0.z E ul 0.00

12 a 0.00 a7 1 0.z M a 0.00

13 ul 0.00 58 1 0.2 = ul 0.00

14 ul 0.00 29 o 0.00 u ul 0.00

14 u] 0.00 60 183 2.83

16 ul 0.00 E1 14 0.26

17 ul 0.00 62 15 0.27

16 ul 0.00 63 12 0.22

19 ul 0.00 64 13 0.24

20 ul 0.00 ES 23 0.97

21 u] 0.00 65 16 0.29

22 ul 0.00 B7 20 0.37

23 ul 0.00 ES 28 0.51

24 ul 0.00 69 15 0.27

23 a 0.00 70 114 247

26 u] 0.00 Kl 43 0.88

27 ul 0.00 T2 30 0.55

25 a 0.00 73 1] 1.10

29 ul 0.00 74 43 0.88

30 ul 0.00 75 92 0.95

31 u] 0.00 K=l ] 1.46

32 ul 0.00 7 7 1.41

33 ul 0.00 75 i1 1.48

34 ul 0.00 K] a9 1.8

35 ul 0.00 a0 118 216

36 ul 0.00 &1 79 1.44

37 u] 0.00 g2 g4 1.593

35 ul 0.00 a3 102 1.86

39 ul 0.00 54 g7 1.59

40 ul 0.00 ] 174 318

4 a 0.00 a6 1435 265

42 u] 0.00 a7 128 2.34

43 ul 0.00 &5 151 276

44 1 0.2 39 148 270

Note: The report includes a maximum of two sections for every page
for each teacher. Each section reports a maximum of 135 unique
marks. For sections with more than 135 marks, the report prints
the first 135 marks. Additional marks do not print on the Teacher
page nor on the School Total page.
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Report Fields
Fields Description
Date The date the report is printed
Time The time the report is printed

School Name

The name of the school for which the report
is printed

Report Title

The title of the report

Marking Period

The marking period you selected for the
report

Rpt #

The number of the report

Page Number

The page number of the report

Tch #

The number of the teacher for which the
report is printed

Teacher Name

The name of the teacher for which the report
is printed

Course The course of the report for which the mark
totals are displayed in columns (e.g. Drama,
Dance)

Course ID The course ID of the course for which the
mark totals are displayed (e.g. 25210000,
25250000)

Period The period of the course for which the mark
totals are displayed (e.g. Per 07, Per 06)

Marks The marks for which the totals are printed on
the report

Total The mark total of the marks for the course

Pct The percentage of the marks total for the

course
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Error Log

The SC14 report fails to generate in the following situations:

e Teacher does not belong to the school

e Students are not assigned to a teacher

e Teacher has not assigned marks to the students
e Data absent for the selected values

The errors are logged in SC14ErrorLogFile.log and stored in the datafile
folder.

Note: Running the SC14 report may produce both a report and an error
log. If any of the parameters on the report interface are met, a report will
print. At the same time, if any of the parameters are not met, errors will
be generated and placed in the error log. To get all the data for the SC14
report, both the report and the error log should be reviewed.

Sample Error Message

wed Feb 11 14:13:54 2004
secondary Demo

Error report for scl4

Report not generated for teacher 211, course 321100Cw,marking period 1st Swk,begin period 01: Invalid track
Report not generated for teacher 211, course 321101Cw,marking period l1st Swk,begin period 05: Invalid track
report not generated for teacher 211, course 321101Cw,marking period lst Swhk,begin period 07: Inwalid track
report not generated for teacher 211, course 321101Cw,marking period lst Swhk,begin period 08: Inwalid track
report not generated for teacher 211, course 321101Hw,marking period lst Swk,begin period 06: Invalid track

rReport not generated for teacher 211, course 322100Cw,marking period 1st 9wk, begin period 01: Inwalid track
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Extracts

This chapter describes the extract processes run by the district. It is
intended for system administrators.
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Producing Extracts

District offices are required to submit data extracts to the SDE on
predetermined dates during the school year. The available extracts are:

e 35-Day Enrollment

e Cumulative Class

e Membership & Attendance
e Precode

Extracts can be created if the Data Verification Report for that extract ran
error-free. The schools should be responsible for running the Data
Verification Report for the extracts. This will allow the schools to correct
any identified errors before the nightly DI upload.

The Data Verification Report can be run for a specific extract type or for All
SRC Data (No extracts). For each specific extract type that is run, the Data
Verification Report process sets a control flag that includes the date and
time the report ran and indicates whether the report was error-free. The
control flag is not set for All SRC Data (No extracts).

Each extract process checks the Data Verification control flag. The extract
quits running if the control flag indicates that the Data Verification Report
was not run or errors were found.

If the control flag indicates that the report was error-free, the extract
process compares the control flag's date and time against the last date
and time that the extract ran (the last run date and time is stored in a South
Carolina SASIxp control file). The extract process quits if the control flag’s
date and time are not more recent than the last run date and time. This
check prevents any extract process that may be configured to run
automatically in the Job Queue from producing a new extract without first
running the Data Verification Report. An extract is produced only if an
error-free Data Verification Report has been run since the last time the
extract process was run.

Requiring the Data Verification Report to run before extracts are created
ensures that the extracts do not have data consistency errors. Because an
extract might run hours or days after the Data Verification Report runs, it is
possible that the data will have errors at the time of the production of the
extract. All extract processes run a Data Verification Report behind the
scenes. If any errors are found, the extract process quits running.
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The control file update logic works the same when you preview a Data
Verification Report as when the report is printed. However, if you use the
Job Queue, your only option is to print the report.

The district office can use the SASIxp Job Queue atom to automate the
creation of reports and extracts using a schedule defined by the district.
Follow the steps in Appendix D to use the Job Queue to run reports and
extracts.

Copyright © 1999-2001, 2004 NCS Pearson, Inc. Producing Extracts 109



| Bookmark| Contents | Search | Usage | Glossary | Print Back | Forward | First [ Previous | Next Last

A FNINIONN Extracts
TP |

Digital
Learning

This table shows the steps in a sample extract process from the school
sites to the district level. The reports, extracts, days, and times are for
illustrative purposes only.

Step Description

1 School 001 runs the data verification report for Membership and
Attendance at 1 p.m. The data verification report finds no errors
and sets the control flag along with the date and time that the
report ran (Monday at 1 p.m.).

2 That night, the SASIxp District Integration process copies
SASIxp files from the file server at school 001 to the file server at
the district office. In addition to files such as Discipline and
Course History, District Integration also copies the control flag
file.

3 After District Integration uploads the files from the site servers,
the district office can run the Membership and Attendance extract
for school 001. This extract process completes these steps:

1. Check the control flag for Membership and Attendance to
verify the report at the school site ran successfully. Abort this
process if there are errors. Otherwise, continue with the next
step.

2. Compare and verify that the control flag’s date and time are
greater than the date and time that are saved in the control
file. If the control flag's date and time are not greater, then
abort this process. Otherwise, continue with the next step.

3. Run the behind-the-scenes version of the data verification
report to ensure that errors have not been added to the data
from school 001 since the time that the school ran the report.
If errors exist in the data, abort this process. Otherwise,
continue with the next step.

4. Produce the Membership and Attendance extract for school
001.

5. Copy the date and time (Monday at 1p.m.) that displays on
the report from school 001 from the control flag file to the
control file.
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Sending Extract Files to SDE

Extracts are initially placed into one of five sub-directories based on
extract type—MEM, ENR, SAS, PRC, and NON. For example, the MEM
sub-directory for Membership and Attendance extracts contains an extract
for each school for which the district office has successfully created the
extract. The same subdirectory placement is true for the ENR, SAS, and
PRC extracts. MSC extracts are placed in the MEM sub-directory, and
SSS extracts are placed in the SAS sub-directory. Extracts that will not be
sent to SDE (the Report and Extract option is selected from the Process
pop-up list in the Report Interface) are placed in the NON sub-directory.

The district office uses Entrata® electronic services to copy some or all of
the files from each of the four sub-directories to SDE. After successfully
copying a file to SDE, Entrata electronic services automatically moves the
file to an Archive sub-directory. You no longer see the file in the original
sub-directory, but it is still available on the district file server for later
reporting by using the SC12 and SC13 SRC reports.

Setting Extract Directory Locations

The district office must create the necessary extract sub-directories before
the extracts can run. The SDE recommends the sub-directory structure
\district root SASI\Extracts, containing the sub-directories ENR, SAS,
MEM, PRC, NON, and Archive.

The EFA/EIA Classification Info atom enables you to set the paths to the
following sub-directories for storing extract text files:
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1. Open the EFA/EIA Classification Info atom.

2. Select the Set Extract Path option from the EFA/EIA Info menu. The
Set Extract Path dialog box displays the current extract locations. One
or more of the paths may be blank the first time the window is opened.

Yl Exliach Falk

=t Palh tor Exdract Rool

[ Exiracts

Sk Padl Aor e ship sl Sfercancs Exioac]

[ S Esdract sidember shapLASardarce

e Sed Patl for 35 Day Envcliment Exiract

[ GCEstrac] 3350y

e Set Pafin for Cumastive Clsss Bdrece

|L'l S Edrachs Woumulsl iee s s
= St Path fiof Prg Code Exfract
|EI St s PraCons
. = Sl Palh for Mon-Transmitied Exfract

DS E st s N on Tranamihecd
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Set Path for Extract Root

Home or root directory for all extracts at the
district office. This directory and all of its sub-
directories are searched in order to find the
most recent extract file based on the extract
type and date range information provided by
you on the Report Interface screen when
running SC12 (Reports from an Extract) and
SC13 (District Summary Reports).

Set Path for Membership
and Attendance Extract

Destination directory for the Membership and
Attendance extract hen you select Report and
Extract (Ready for Transmission) on the
Membership and Attendance Report Interface
screen.

Set Path for 35 Day
Enrollment Extract

Destination directory for the 35-Day
Enrollment extract when you select Report
and Extract (Ready for Transmission) on the
35-Day Enrollment Report Interface screen.

Set Path for Cumulative
Class Extract

Destination directory for the Cumulative Class
extract when you select the Process pop-up
list Report and Extract (Ready for
Transmission) on the Cumulative Class
Report Interface screen.

Set Path for Precode
Extract

Destination directory for the Precode extract
when you select Report and Extract (Ready
for Transmission) on the Precode Report
Interface screen.

Set Path for Non-
Transmitted Extract

Destination directory for any of the four
extracts when you select Report and Extract
(Ready for Transmission) on the Report
Interface screen.
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3. Click on the link arrow next to Set Path for Extract Root. A second
dialog box displays. Use this dialog box to set the path.

EFA/EIA Classification Information E

Directories: oK
d:ac zaziphestracts
Cancel
(= d -]
[ 5C SASI=p

Dirives:

= d: j M etwork... |

4. Navigate to the folder sub-directory where you want extract files to be
placed, select the appropriate sub-directory, and click OK. The system
returns to the first dialog box with the selected path displayed.

5. Click Save to save the extract location, or click Undo to restore the
previous location.

6. Repeat Steps 3-5 to set a path for each extract, if applicable.
7. Click Close.
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The following table describes the four scenarios that may occur based on
how the extract paths are defined.

Scenario Description

Scenario 1: e The four extracts do not generate.

All six paths are undefined. | ® The Process pop-up list on the Report
Interface screen for the Membership

and Attendance Report, the 35-Day
Enroliment Report, Cumulative Class
Report, and the Precode Extract do
not have the Report and Extract and
Report and Extract (Ready for
Transmission) options available. A
Printed Report Only option is available
on all but the Precode Extract Report
Interface screen. Attempting to open
the Precode Extract Report generates
an error message that the extract path
has not been set.

e Reports from an Extract (SC12) and
District Summary REports (SC13) will
not generate.

Scenario 2: e The Report and Extract generates

. successfully. The Extract Root sub-
Extract Root path is . . " .
defined: the other five paths directory is the destination directory.

are undefined. e The process pop-up on the Report
Interface for the Membership and
Attendance Report, 35-Day Enrollment
Report, Cumulative Class Report, and
the Precode Extract does not display
the Report and Extract (Ready for
Transmission) option.

e Reports from an Extract (SC12) and
District Summary Report (SC13)
generate successfully.
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Scenario 3: e The Report and Extract generate

The Extract Root path and
the Non-Transmitted
Extract path are defined,
but one or more of the four
extract-specific paths are *
undefined.

successfully. The Non-Transmitted
sub-directory is the destination
directory for the extracts that do not
have a path defined.

The process pop-up list on the Report
Interfaces screen for the extracts that
do not have a path defined does not
display the Report and Extract (Ready
for Transmission) option.

Reports from an Extract (SC12) and
District Summary Reports (SC13)
generate successfully.

Scenario 4; °

The Extract Root path and
one or more of the four
extract-specific paths are
defined, but the Non-
Transmitted Extract path is
left undefined. *

The process pop-up list on the Report
Interfaces screen for the extracts that
have a path defined have both the
Report and Extract and the Report and
Extract (Ready for Transmission)
options available.

When selecting the Extract option, the
destination directory is the Extract
Root, because the Non-Transmitted
Extract path is not defined.

Reports from an Extract (SC12) and
District Summary Reports (SC13)
generate successfully.
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Creating Extract Files in the Middle of the Day

The district office typically creates extracts using data from the previous
night's DI upload. If the data has errors, the district may ask the school to
make corrections so that the extract can be created without waiting for the
nightly DI upload.

Two methods are available to create an extract file in the middle of day.

1. The first method uploads the SASIxp files from the school site’s file
server to the district file server during the day and creates the extract
at the district office.

2. The second method involves the school site creating the extract and
copying the extract file up to the district office.

Using TaskServer to Manually Upload SASIxp Files

The TaskServer program is part of the SASIxp District Integration function.
This program uploads files from the school sites to the district office every
evening. During the day, it adds, drops, or transfers students when
requested by the Enrollment atom at the school sites. During the night, it
uploads files from the school sites to the district office.

The TaskServer program is normally responsible for up to ten school sites.
If the district has more than ten schools, then multiple TaskServer
programs are run at the district office, each one handling its assigned set
of up to ten schools.

The TaskServer will cycle through these tasks:

e During the day, the TaskServer works with the Enroliment atom at its
assigned school sites (up to 10 schools) to add, drop, and transfer
students.

e At night, the TaskServer stops adding, dropping, and transferring
students and logs into each of its assigned schools. The TaskServer
uploads files from each school site to the district office. The time of
night that the TaskServer starts uploading its assigned schools is
specified in the Campus Setup atom.

e Once all school’s files have been uploaded, one of the TaskServers
(called the primary TaskServer or TaskServer #1) copies basic student
demographic information from each school’s Student file (ASTU) into
the District Student file (ADST).
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e When the District Student file has been updated, all of the TaskServers
check to see if any files require downloading from the district back to
each school site. If there are no downloads, this step is skipped.
Otherwise, each TaskServer will log into each of its assigned school
sites and download the files that were specified for download in the
District Control atom.

After the optional download, all of the TaskServers switch back to the
adding, dropping, and transferring student mode. This cycle continues 24
hours a day, 7 days a week.

To upload SASIxp files from one school site to the district office during the
middle of the day, the district office follows a series of steps that requires

coordination between the district office and all schools in the district. There
are several drawbacks for using this method to upload files during the day:

e If a TaskServer is assigned to more than one school, all of those
schools are uploaded, not just the school that requires a new extract.

e While a TaskServer is uploading, assigned schools cannot add, drop,
or transfer students.

e A student might be put into an inconsistent enrollment state (for
example, active in two schools) if an add, drop, or transfer is attempted
while the TaskServer is uploading the assigned schools.

e If a school that is assigned to a different TaskServer attempts to
transfer a student to/from one of the schools assigned to this
TaskServer, data for that student may be incomplete. There is currently
no clean method to recover that student data.

To upload SASIxp files during the day, the district office must:

1. Ensure that the school site has made all modifications to the data and
has successfully run a Data Verification Report to set the control flag.

2. Notify all district schools not to use the Enrollment atom.
3. Determine which TaskServer is assigned to that school.

4. Take that TaskServer out of the Transfer Student mode. This stops the
TaskServer from working with the Enroliment atom at any of its
assigned schools.

5. At that TaskServer, do a manual upload. All schools using that
TaskServer will have their data uploaded.

6. After the TaskServer has finished uploading, put that TaskServer back
in Transfer Students mode.

7. Notify all district schools that they can continue using the Enroliment
atom.
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Once the SASIxp files are uploaded from the school sites, the district office
runs the required extract.

Creating an Extract at School and Uploading the File

The other method of creating an extract in the middle of the day is by
requesting the school site to run the extract, then copy the extract file to

the

district file server.

The school site that requires a new extract performs the following steps:

1.
2.
3.

Make madifications to the school site data.
Successfully run a Data Verification Report setting the control flag.

Create an extract file. The school must set their extract paths before
the extract can be created.

Copy or e-mail the extract file to the district office.
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Data Dictionary

This appendix identifies the files used to store South Carolina-specific
information, explains the format of extract file names, and provides a
layout of the extracts:

e 35-Day Enrollment Extract

e Cumulative Class Extract

e Membership and Attendance Extract

e Precode Extract
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EFA/EIA Classification Info Atom

This table identifies the files generated by the EFA/EIA Classification Info
atom and the tab used to create those files.

File Description Tab
SSCA Current student EFA information EFA Code Entry
SSCA Current student EIA information EIA Code Entry
SSCB Current and historical student EFA | EFA History
information

SSCC Current and historical student EIA | EIA History
information

SSCE Current student Precode Precode Entry
information
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Extract File Names

The following is a sample South Carolina extract file name:
D016000.SAS.D045.D990607.T110509

Each character string between the periods has significance, as identified

in this table.
Character String Meaning

D016000 District Number/BEDS Code

ENR, MSC, MEM, PRC, | Indicates the type of extract. Valid values are:

SSS, SAS ENR - 35-Day Enrollment
MSC — Membership and Attendance Self-
Contained
MEM — Membership and Attendance
PRC — Precode
SSS - Student Accountability System
(Cumulative Class for Summer School)
SAS - Student Accountability System
(Cumulative Class)

D045 Day Number of School Year

D990607 Creation Date (YYMMDD)

T110509 Creation Time (HH:MM:SS)
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Extract Records

This table lists the source and destination field names of the South
Carolina extract data elements. The SASIxp field names reflect those
displayed on the atom form. You cannot perform queries on South
Carolina extract files; for this reason, the Query atom field names are not

provided.

35-Day Enrollment Extract

SASIxp Source

South Carolina

Number Field Name SASIxp File Field Type Field Name
1. Dist.& Sch# ASCH 7 numeric BEDS Code
2. School Type 1 alpha School Type (used
internally at SDE)
3. Ethnic Code ASTU 3 alpha Ethnic Code
4. Gender ASTU 1 alpha Gender
5. Calculated Field 6 numeric GrdPKCnt
6. Calculated Field 6 numeric Grd00Cnt
7. Calculated Field 6 numeric Grd01Cnt
8. Calculated Field 6 numeric Grd02Cnt
9. Calculated Field 6 numeric Grd03Cnt
10. Calculated Field 6 numeric Grd04Cnt
11. Calculated Field 6 numeric Grd05Cnt
12. Calculated Field 6 numeric Grd06Cnt
13. Calculated Field 6 numeric Grd07Cnt
14. Calculated Field 6 numeric Grd08Cnt
15. Calculated Field 6 numeric Grd09Cnt
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SASIxp Source

South Carolina

Number Field Name SASIxp File Field Type Field Name

16. Calculated Field 6 numeric Grd10Cnt

17. Calculated Field 6 numeric Grd11Cnt

18. Calculated Field 6 numeric Grd12Cnt

19. Calculated Field 6 numeric Grade Total

20. 4 alpha Filler1

21. Calculated Field 1 alpha Creation Date (used
internally by SDE)

22. System Date 6 numeric Creation Time

23. System Time 8 alpha Creation Time

24. Report Type 1 alpha Report Type (used
internally by SDE)

25. Calculated Field 1 alpha Source Indicator
(used internally by
SDE)

26. 4 alpha Filler2
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Cumulative Class Extract

Table5:
SASIxp Source SASIxp South Carolina
Number Field Name File Field Type Field Name
1. Dist. & Sch# ASCH 7 numeric BEDS Code
2. School Type 1 alpha School Type
(Regular or
Summer)
3. EIA (1-10) SSCA 5 alpha EIA Code
4. Grade ASTU 2 alpha Grade
5. Day Number 3 alpha Day Report
6-133. Calculated Fields 6 numeric (For each Ethnic
128 fields Code) Gender 1
Total, Gender 2
Total
134. Calculated Field 7 numeric Grade Total
135. 5 alpha Fillerl
136. School Name ASCH 30 alpha School Name
137. System Date 6 numeric Creation Date
138. System Time 8 alpha Creation Time
139. Report Type 1 alpha Report Type (used
internally at SDE)
140. Calculated Field 1 alpha Source Indicator
(used internally at
SDE)
141. 15 alpha Filler2
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Membership & Attendance Extract

SASIxp Source South Carolina
Number Field Name SASIxp File Field Type Field Name
1. Dist. & Sch# ASCH 7 numeric BEDS Code
2. School Type 1 alpha School Type (used
internally at SDE)
3. EFA Primary SSCA 4 alpha EFA Code
4. Calculated Field 6 numeric GrdPKCnt
5. Calculated Field 6 numeric GrdoxCnt
6. Calculated Field 6 numeric GrdoxCnt
7. Calculated Field 6 numeric GrdOxCnt
8. Calculated Field 6 numeric GrdOxCnt
9. Calculated Field 6 numeric GrdOxCnt
10. Calculated Field 6 numeric GrdoxCnt
11. Calculated Field 6 numeric GrdoxCnt
12. Calculated Field 6 numeric GrdoxCnt
13. Calculated Field 6 numeric GrdOxCnt
14. Calculated Field 6 numeric GrdOxCnt
15. Calculated Field 6 numeric Grd10Cnt
16. Calculated Field 6 numeric Grd11Cnt
17. Calculated Field 6 numeric Grd12Cnt
18. Calculated Field 6 numeric Grade Total
19. 4 alpha Fillerl
20. Calculated Field 1 alpha Error Byte (used
internally at SDE)
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SASIxp Source South Carolina
Number Field Name SASIxp File Field Type Field Name
21. System Date 6 numeric Create Date
22. System Time 8 alpha Create Time
23. Report Type 1 alpha Report Type (used
internally at SDE)
24. Calculated Field 1 alpha Source Indicator
used internally at
SDE)
25. 4 alpha Filler2
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Precode Extract

SASIxp Source South Carolina
Number Field Name SASIxp File Field Type Field Name

1. Dist & Sch# ASCH 7 numeric BEDS Code

2. Student ID ASTU 12 alpha Student ID

3. Grade ASTU 2 alpha Grade

4, Advisr# ASTU 3 alpha Homeroom Teacher
Number

5. Last Name ATCH 20 alpha Teacher Last Name

6. First Name ATCH 20 alpha Teacher First Name

7. Last Name ASTU 40 alpha Student Last Name

8. First Name ASTU 20 alpha Student First Name

9. Middle Name ASTU 13 alpha Student Middle
Name

10. Birthdate ASTU 8 numeric Birthdate
(ccyymmdd)

11. Gender ASTU 1 alpha Sex

12. Ethnic code ASTU 3 alpha Ethnic Code

13. EFA Primary SSCA 4 alpha EFA Primary Code

14. EFA 2 SSCA 4 alpha EFA Secondary
Code 1

15. EFA 3 SSCA 4 alpha EFA Secondary
Code 2

16. EFA 4 SSCA 4 alpha EFA Secondary
Code 3

17. EFA 5 SSCA 4 alpha EFA Secondary
Code 4
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18. EFA 6 SSCA 4 alpha EFA Secondary
Code 5

19. EFA 7 SSCA 4 alpha EFA Secondary
Code 6

20. EFA 8 SSCA 4 alpha EFA Secondary
Code 7

21. EFA 9 SSCA 4 alpha EFA Secondary
Code 8

22. EFA 10 SSCA 4 alpha EFA Secondary
Code 9

23. EIA1 SSCA 5 alpha EIA Code 1

24. EIA 2 SSCA 5 alpha EIA Code 2

25. EIA 3 SSCA 5 alpha EIA Code 3

26. EIA 4 SSCA 5 alpha EIA Code 4

27. EIAS5 SSCA 5 alpha EIA Code 5

28. EIA 6 SSCA 5 alpha EIA Code 6

29. EIA7 SSCA 5 alpha EIA Code 7

30. EIA 8 SSCA 5 alpha EIA Code 8

31. EIA9 SSCA 5 alpha EIA Code 9

32. EIA 10 SSCA 5 alpha EIA Code 10

33. Grade Calculated AENR 2 alpha Grade Last Year

34. Meals ASTU 1 alpha Lunch

35. Field 1 SSCM 1-9 alpha State Mapped 1

36. Field 2 SSCM 1-9 alpha State Mapped 2

37. Field3...x SSCM 1-9 alpha State Mapped 3 ...x

38. Precode 1 SSCE 1-9 alpha State Defined 1
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SASIxp Source South Carolina
Number Field Name SASIxp File Field Type Field Name
39. Precode 2 SSCE 1-9 alpha State Defined 2
40. Precode 3. .. SSCE 1-9 alpha State Defined 3. . .x

Copyright © 1999-2001, 2004 NCS Pearson, Inc. Extract Records 131



| Bookmark| Contents | Search | Usage | Glossary | Print Back | Forward | First [ Previous | Next Last

FNSIONN  Data Dictionary

Digital
Learning

132 Extract Records Copyright © 1999-2001, 2004 NCS Pearson, Inc.



| Bookmark| Contents | Search | Usage |Glossary | Print | Back | Forward | First |[Previous | Next Last

MFVSIONN  State Setup File Distribution
A,

Digital
Learning

State Setup File Distribution

This documentation provides district office instructions for distributing EFA/
EIA and Precode setup files provided by the SDE.
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SRC Setup File Processing

EFA/EIA codes and their compatibilities are defined by the state using the
EFA/EIA State Setup atom. Precodes, their valid values, and extract
layouts are defined at the state level. Each district is provided with these
files from the SDE via a process outside of SASIxp (such as email or ftp).
The district office runs a batch file that creates qualified setup files for each
school in that district. The resulting school setup files are created in the
District datafile folder. The District Control atom is used to schedule a
download that connects and updates each school’s setup files during DI.
To ensure that each school has received the latest setup files, check the
version dates displayed on the EFA/EIA District Setup atom.

Distributing the Definition Files to Schools

The district office process for distributing the definition files to the schools
consists of these steps:

1. Receiving the definition files from SDE
2. Running a batch process to replicate the definition files for each school

3. Scheduling the file download to each school
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Receiving the Definition Files

1. Copy the files received from the SDE into the SASIxp\Macro\Template

folder on the district SASIxp server.

_y Mame | Size| Type | Modiied 1]
i__] [ TKE  DEF File 74700 10039 AM
dEB MO File FETA00 10:39 A
11KB  DEF Fie V700 1039 A
_Tamplate TEE  MOK File FA00 10035
K8 DEF Fie 77700 10:39 5
& items sabacted, KB MDW File 74700 1039 A
Total File Size: 28 DEF Fie FATA0 1035 AM
12,698 bytes BEE  MDM File 700 1033 AM
B TestDocu. 77700 10K394M
SIepold GKE  TestDocu.  7/740010:39.4M
Sscjb000 W8 DAFFie 74700 1039 AM

Sack000n

SscloDog 4KB WDKK Fila FATA00 1039 AM
Sscmll0il B DEF File /700 10:39 AM
g:igggg BEE MO File 74700 1039 A
Sscifdng KR DEF Fie TTA00 1039 A
18 DAT Fie V700 1039 AM
KB MO File 74010039 A
B TewDoow. 777400 10:394M
5B TestDocw. 707400 10039 4M
BEE  Test Docu FT00 10039
B DEFFie TVZEAD0 1203 FM
4B DEF File 4724000 24 A
168 DOF Fie 4724000 924 i
4B DEF File 472400 %24 AM
1EE  DEF File 472400 332 AM
18  DEF Fie 472400 332 B
KB DEF File 4724000 %33 AM

¥EB DEF Fie 61400 5109 P I

=

2. Decompress the files if they are compressed when received. You may
receive 1-7 definition files for 2—14 total files. Each definition file

consists of two parts:

e filename.DBF
e filename.MDX

Replicating the Definition Files

The SASIxp root directory must include the SCHOOLS.BAT and

SCCREATE.BAT files.

All Schools should be included in the SCHOOLS.BAT file. Follow these
steps to verify all of the school numbers exist.

1. Highlight the SCHOOLS.BAT file in the SASIxp root directory.

2. Right click the mouse button.
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3. Select Edit from the Menu.

4. Verify that all school numbers display under the :createFiles label.

[@ucho oFF

1F "Fi=s""0" gobe cresteFlles
il RAt==1" gote createliles
1F "Ei"=="2" gobo crestefFlles
iF T eat T gele erdatefiles
gobe cresteFiles
gote createfliles
gobe cresteFiles
goto createFiles
gole credteFlled
1F "AVe="" gobo createFlles

\ N

goto usage

REW 1F fi "%1™ LEE ~10" gotn usage
REW ifF fi “F1* CI& =0 gete usage

AEH hdd/Renoee schesls area below
oreatefiles

call secreatie 1 7

oall scoreste T1 5598

call seereabe $1 PR

AEM AddfRender SChesls area aboupe

\\"\

goto done

rusage
echo Inualid peer. Eatér ladt digit of scheel weer. E.8. “schoald ¥ For 1969

-~

You may need to modify the schools.bat file to include this
information: call sccreate %1 ###, where ### is a school number.
There is one statement per school.

5. If a school's number is missing or incorrect, add or correct the school
number on this screen. Delete any unnecessary ones.

Save any changes and exit the file.
In Windows®, open an MS-DOS prompt session.

Change directories to your root SASIxp folder.

© © N o

At the prompt, type Schools X and press Enter.

X is the last digit of the school year to which the definition files apply.
For the 2000—2001 school year, the last digit is O.
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10. After you press Enter, the batch process creates a copy of each

11.

definition file for each of the schools in your district and places these
files in the District Datafile folder. The process will pause after files
have been created for each school, allowing you to verify that the
definition files were copied.

When SCHOOLS.BAT is finished, new files display in your District
Datafile folder. The new files are qualified setup files for each of the
schools that had an entry in the SCHOOLS.BAT file. For example,
there may be a SCCMO###.dbf and SSCMO###.mdx file for each
school, where ### is the school number.

Exit the DOS session.

District Control Download

1.

10.

11.

12.

Open the District Control atom (in the District Setup folder, which is in
the District Apps folder) and click the Upload/Download tab.

Under the Download File List matrix, click the Select Files fast access
arrow. The Select File Definition — files screen displays.

Double-click on the files you want to download to the schools. Select
the files (SSCI-SSCO) that were copied in the previous section.

Click Done. The Select File Definition — files screen closes.

In the Dist Owned column, select Y — Owned by District from the pop-
up list.

In the Frequency column, select Daily (default) from the pop-up list to
download the files next time the DI Upload/Download process runs or
W — Weekly to download the files each Friday.

Click Save.
Click Close.

Notify the schools that they are receiving new data files, and request
they run the data verification report and correct any errors.

Move the definition files from the SASIxp\Macro\Template folder for
safekeeping. This action prevents these files from being replicated
unnecessarily.

Remove the files from the Download File List section in the District
Control atom.

Remind rhe schools to check the version date on the EFA/EIA District
Setup tabs and run the Data Verification Report.
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Entrata Software

The district offices use Entrata® software to copy extracts from
subdirectories to SDE. This appendix provides instruction on loading and
using Entrata software.
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Entrata Software

Installing Entrata Software

140

1.

To expedite the installation process, exit all other applications and
close screen savers before installing Entrata® software on your PC.

Insert the Entrata CD into the CD-ROM drive.

The installation wizard should launch automatically. If the wizard does
not start, use Microsoft Windows Explorer to locate the file called
Setup.exe under the drive letter designated for your CD-ROM. Double-
click Setup.exe.

The Welcome screen displays. Click Next.

The User Information screen displays. You may change the names in
the fields or leave them at the default. Click Next.

The Choose Destination Location screen displays. Install Entrata
software to the local hard drive. You may change the location of the
install directory or leave it at the default of C:\Entrata. If you change the
install directory, verify that the ending directory name is Entrata. Click
Next.

Choose Destination Location E

Setup will install Entrata in the following directany.
Toinztall tothis directon, click Mext.

Toinztall to a different directary, click Browse and zelect another
directory.

Y'ou can choose nat to ingtall Entrata by clicking Cancel to exit
Setup.

|' Destination Directany

C:AEntrata Browse... |
Cancel |

| etalEtield

¢ Back
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7. The Select Program Folder screen displays. You may type a new
folder name or leave the default. Click Next.

8. The Start Copying Files screen displays. Click Next.

9. The installation of program files will proceed. If the shortcut window
remains open after the setup is complete, close the window.

10. Click Finish when the Setup Complete screen displays.

Because installing Entrata software modifies registry keys, you should
remove the program by uninstalling it rather than deleting it.
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Installing PGP Software
1. Insert the PGP CD into the CD-ROM drive.

2. Use Windows Explorer to locate the file PGPfreeware_653.exe for the
PGP installation and double-click on the file. The PGP installation
wizard guides you through the installation process. Most of the defaults
offered by the wizard are acceptable.

3. On the Select Components screen, deselect the PGPnet Virtual
Private Networking option and verify that the PGP Command Line
option is selected.

The first option in the Components field cannot be deselected; other
options are site-specific. Pearson Digital Learning recommends
selecting PGP User’s Guide.

Select Components

Select the components pou want toinstall, clear the components
wou do not want to install.

Compaonents
|| PGP Microsoft Outlook Express Plugin ok ;I
] PGF Lotus Mates Plugin 1]
| 1 PGP Movel Groupwize Plugin 0Ok
PGP Carmmand Line 972K
PGP User's Guide ZB2E K j
— Dezciption
Thiz component includes the core program m
filez for PGPdizk Yaolume Security.

PR CET RN Space Required: 12146 K
Space Available: 853536 K
< Back Mest » Cancel
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4. Click Next. The Existing Keyrings screen displays. Click No.

Exizsting Keynngs?

5. The Setup Complete screen displays. Leave the Launch PGPkeys
checkbox selected.

Setup Complete

Setup haz finished instaling PGP on pour computer.

Setup can launch the Read Me file and PGP. Choose the
options you want below.

Click Finizh to complete Setup.

Desktop Security

< Eank I Finizh I

On some computers, the PGP installation may require you to reboot
at this point. The checkbox text reads:

Yes, | want to restart my conputer now.

Leave the checkbox selected and click Finish to reboot the
computer. Once you have rebooted, select Start > Programs > PGP
> PGPkeys.

6. Click Finish.
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Using the Key Generation Wizard

The Key Generation Wizard enables you to generate the necessary key
pair for the local district.

1. Click Next.

2. Enter an appropriate name and email address in the Full name and
Email address fields. Click Next.

K.ey Generation Wizard

YWwhat name and emal address should be associated with this key
pair’?

By ligting wour name and email address here, you et wour
correzpondents know that the key they are using belongs to vow,

Full name:

Email address:

¢ Back I MNest > I Cancel Help

3. Accept the default Diffie-Hellman/DSS key pair type. Click Next.

4. Accept the default key pair size. Click Next.

5. Accept the default key expiration option of no expiration date. Click
Next.

If you select an expiration date, you will not be able to encrypt files
with your existing key pair beginning on and after the date specified,
and you would need to generate another key pair.
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6. Enter a passphrase in the Passphrase field and again in the
Confirmation field. Click Next.

Pearson Digital Learning recommends writing down this passphrase
and keeping it in a safe place to use later in the setup process.

Key Generation Wizard

rour private key will be protected by a pazsphraze. It iz important
that pow do not write thiz pazzphraze down,

'our pazzphraze should be at least 8 characters long and should
contain non-alphabetic characters.

Pazsphraze: [V Hide Typing

Pazzphraze Quality ;|

Confirmation;

< Back I Mewst » I Cancel | Help |
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7. On some computers, the PGP install requires you to generate random
data at this point. Move your mouse around until the progress bar is at
100%. Click Next.

K.ey Generation Wizard

| arder to generate a key pair, PGF needs a certain amount of
ratidorn data.

Please type or move your mouze around untl the progress bar
below fills up.

Random Data Collected ;

100 %

Prezs "Mexst" when you'e ready to continue.

< Bach | Rt |

Help |

Generating the Encryption Key Pair

1. When the wizard screen Complete displays, click Next.

2. A screen displays to send your public key to a server.
Pearson Digital Learning recommends that you do not select the

option to send your key to the root server now.

3. Click Next.
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4. Click Finish. The PGPkeys screen displays.

L9 PGPkeys [_ [O0] %]

File Edit Wiew FEepz Server Group: Help

mrHy Tk EH
K.eys Walidity | Size Description
SL2 R District User 04341024
=-F=3 District Uzer <uzername@domain.e...
(r?_., Diistrict Uzer <usernamea@domain. .

<usermnmamei@domai...

Jzer D
055 exportable signature

@
7 Metwork Aszociates PGP Software Rele.. (2 1024 DH/DSS public key
]

= Metwork Associates TNS Divigion Empl... 1024 DH/DSS public key

1| | |
#

| 1 keyls] selected |

5. To add the Department of Education’s public key, select Import in the
Keys menu. The Select File Containing Key screen displays.

I The scp.asc file is provided by the Department of Education.

Select File Containing Key EE
Look in: loppy [5:] j ﬁl
] SCP.asc
File name: | Open
Filez of tppe: |Te:-:t Files [*.tut; * azc) j Cancel

6. Select the appropriate file and click Open.
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7. The Select Key(s) screen displays. Highlight the Department of
Education’s public key and click Import.

+9 Select key[s] EHE

Select the key(z] vou wauld like ta impart o yaur kepring :

Feys S alidity Size Dezcriptior
= o= = file d... 0721024  DH/DS?

4| | i3
Select aAll I Qnselect.ﬁ.lll Irnport I LCancel |

8. Inthe PGPkeys screen, select the Department of Education’s key.

9. Inthe Keys menu, select Sign. The PGP Sign Key screen displays with
the Department of Education’s key listed.

PGP Sign Eey BE
By sigrimg the sedechad ussy 10 5], pou are corbipng Sused on you own desct fisthand lrovdadon that the keyfs|
i attmchad wsey 10 5] schusly badong io thes el users)

Ecefore signing, makie suse e keafs| waene ghwer B0 pou in & secune mannes by the ownen of vou hevse venfied dhe
firggeapan walh Hes covrest

Fompfl pmt Hames Fingerpant
[2J50P cadeflac@aen, . B1EE D6 4265 4350 Aa5D A97TH ERS3 949, MIC 11ET

i |l|

™ Wl sgnalune o be espomed, thers map nle upon pouwr sogeaiee |

More Chices | [[ox ]| g | Hoe |
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10. Click OK. The PGP Enter Passphrase for Selected Key screen
displays.

PGP Enter Pazsphrasze for Selected Key EHE

Signing key IDistrict Uszer <uzermamer@domain.edur  [D55/1024) j

Pazzphrase of zigring key v Hide Typing

. Cancel |

11. Enter your previously saved passphrase from the key generation
process in the Passphrase of signing key field.

12. Click OK.

This step prevents you from answering repeated questions during
the encryption process.

13. Close the PGPkeys screen. A prompter screen displays to save a
backup copy of your keys.

The new key that haz been generated during thiz session iz
wery important. Lozing pour kewing file in a disk crash or
accidental file deletion without having a backup will render the
key and all data encrypted with that key uzeless.

It iz stranaly recommended that yau backup yaur keyring files
to & medium other than your main drive.

Don't Save Cancel

14. Click Save Backup Now.
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15. The Select Public Keyring Backup Destination screen displays,
enabling you to save your public and private keyrings.

A keyring is a set of keys. Two files will be saved. Pearson Digital
Learning recommends saving these keyring files to a diskette in
case your hard drive ever becomes corrupted.

Select Public Keyring Backup Destination

Save in: 3% Floppy A} j | If'Fl Bes
File name: Ipul:uring Save
Save as type: IP‘uI::Iin: keuring file [*.pkr) j Cancel

16. Restart the computer.

PGP installation modifies the PATH statement in the Autoexec.bat file.
Because installing PGP modifies registry keys, remove the program by
uninstalling the process rather than by deleting it.

150 Copyright © 1999-2001, 2004 NCS Pearson, Inc.



| Bookmark| Contents | Search | Usage | Glossary | Print Back | Forward | First [ Previous | Next Last

HFNVSIONN Entrata Software
e — ]

Digital
Learning

Setting Up Entrata Software

1. Select Start > Programs > Entrata > Archive Setup. The South
Carolina Archive Setup screen displays.

&+ South Carolina Archive Setup

Archive Directony

|| Browze... |

Foot Archive Directon

)4 | Cancel

2. Click Browse. The Select Archive Directory screen displays.

The Extracts directory structure, including the Archive Directory, is
user-created. The following illustration is only an example and may
not be representative of how your directory is set up.

& Select Archive Directory

|IEI o (] ;I

= G
[= SaSlup
[=> Extracts

G Archive

ak, | Cancel |

3. Double-click the directory name to select the appropriate directory.
4. Click OK.

5. Click OK again to close the South Carolina Archive Setup screen.
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Setting Up the Encryption Application Location

1. Select Start > Programs > Entrata > Entrata. The Entrata software
opens.

2. Select Preferences from the Setup menu. The Preferences screen
opens.

3. Select Encryption under the Security menu. Specify the location of the
encryption application by clicking (...) to enter the encryption
application location in the Encryption Application Location field.

Preferences E3

Encryption

Settings for encrypted transmissions

= .&_utnmatiu:un » . - .

. Sending Encryption &pplication Location

= Communications -
..... POP3 I m
----- Prowy 0| Erabile enciptiot when eceiitg

g E.I.:;.I SMTP T | Pass bramemizsion e autarmaticallivben sendihg
Drelimiters » _ _ _
o Aarsion Encmyption Direcharie

= Securty [w Clear encryption directories after sending
“- Encryption [~ Clear encryption directaries after receiving

Clear Encryption Directaries |

ak | Cancel
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4. Click OK. The Select Encryption Application screen displays.

Look jr: IEF"gpnt j ﬁl

D ocurnentation ‘ PGPLog.exe
PGP Keyrings @ PGPToolz. exe
Sample k.eps é PGPTrap. exe
@ rinstall exe

‘S PGPAdmin exe
? PGPKeys exe

File name: IF'G P.exe Open

Files of type: [ 4pplication Files [ exe) I Cancel

5. Select the location of the Encryption Application file (PGP.exe).

The default directory menu path of the PGP application is
C:\Program Files\ Network Associates\ pgpnt. The actual directory
name may vary between versions of Windows (for example, \pgp).

6. Select PGP.EXE and click Open.

7. Click OK to close the Preferences screen.
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Setting Up Trading Partners

1. Select Trading Partners from the Setup menu. The Trading Partner
Profile displays.

2. Enter your district as a new trading partner.

After this step there will be two trading partners: the district and the
SC DOE, which is preset.

3. Click Add. The New Trading Partner screen displays.

E Mew Trading Partner _ O]

Enter an Aliag for the new trading partner

|DISTF|IET MAME

Ok Cancel

4. Enter an alias for your district in the District Name field.
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5. Click OK. The Trading Partner Profile screen displays.

Trading Partner Profile B3
=) Trading Partners Mare | Identification | Communication | Send Options | Receive Options |

- SCDOE

L DISTRICT MAME r~Trading Partner M ame

Institution Mare |Yc-ur School District Mame

Type of Institution IF‘re-kindergarten to Grade 12 Sender j

r—Trading Partrer Addres:
Address I

Address [Cont.) I

City I State I j'
Postal Code I Country I jv
Type of Location I j' Location 1D I

—ddniviztrative Contact

Contact's Mame I

Contact's Position I j
Phone/Fax # I Type I j
Local Aliaz I j ik | it | Apply | =zl |

6. Enter your district name in the Institution Name field.

7. In the Type of Institution field, select Pre-kindergarten to Grade 12
Sender from the drop-down list.

I Additional information should be entered in the Name tab if known.
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8. Select the Identification tab.

Trading Partner Profile
El- Trading Partrers Mame ~|dentification | Communication | Send Options | Receive Options |
SCDOE o
- DISTRICT MAME rIdentification Code: SAID  GSID MID
PEDS | = - -
atp | - I
FcE | = I
ACT [Post Sec) | r r L]
neEs | r r L]
ACT (Sec) | r L]
sceesisic | r r L]
scusisic | r r L]
Oiper  |1234667 ~ ~ i
Local Alias I j e | e | £pply | ezl

9. Enter your seven-digit District BEDS code in the Other field.
10. Select the three checkboxes to the right of the BEDS code.
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11. Select the Communication tab.

Trading Partner Profile
El- Trading Partrers Mame | Identification Communication | Send Options | Feceive Options |

SCDOE :

- DISTRICT MAME EMail

Select thiz method for sending and receiving ED|
Transmizsions via email attachments.

L EMail Address I
Encoding Type W MIME [~ UUEncode

r—File Tranzfer Protocol [FTR)
Select thiz method when communication via FTP is desired.

FTP Host Marme I

Remate Directar
I— Y

|
Remate File Marme I

Usger Mame I Password I
I Port |21

Site Type
rDisk
i Select thiz method for tranzsfernng files to or receiving files
from a disk.
Local Mlias I j Add | Bemove Apply Cancel

12. Select the checkbox in the Disk field.

Entrata software requires that one of the three checkboxes be
selected for the school district trading partner entry. Selecting the
Disk field meets this requirement and does not require additional
information on this tab.
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13. Select the alias you have just entered from the Local Alias drop-down
menu in the lower left portion of the Trading Partner Profile screen.

Trading Partner Profile
=- T_rading Partners Marne | Identificationl Communicationl Send Dptionsl Receive Dptionsl

- SCDOE

L DISTRICT MAME r~Trading Partner M ame

Inztitution Hame: I

Type of Institution I j

i~ Trading Partrner Addres
Address I

Address (Cant.) I

City I State I j'
Postal Code I Country I jv
Type of Location I j' Location 1D I

Administrative Cottact

Contact's Name I

Contact's Position I j
Phone/Fax # I Type I j
Local Aliax j i | Pz | el | Cancel |
SCOOE |
DISTRICT MakE | |
14. Click Apply.

15. Click Cancel.

16. Close Entrata software. Setup is complete.
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Transmitting Files

1. Select Start > Programs > Entrata > Entrata. The Entrata software
opens.

2. Select Transmission > Import > Proprietary File.

iBl Entrata =

I E=Eal Yiew Setup  Utlities Help

~REEED o E TTRATA
‘ Erport.. ExpressiED]L.. e
R g‘ Send T, Pro ary File

3 Send

_F Receive

M iew

I

R
[ 0
| i
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4.

The select Files(s) to Import screen displays. Navigate to the directory
containing the files you want to import and transmit. Select the files
and click Open.

I Multiple files can be selected at one time for transmission.

Select File(z] to Import

Loak jr: I £ Extracts

ED'I 234567 MEM.DO00. 0330607 T110503;
02345673 MEM.DO00.0330607. 71105039
03456723 MERM.O000.0330607. 7110503
D 4567290 MEM.DOOD.DE30607. 7110505

File name: | Open I
Files of type: I.-'l'-.ll Files [*.7] j Cancel |

The files are transmitted to the Department of Education.

During the first transmission, the DOS window may not close after the
encryption process ends.

The encryption process has ended when a line containing the word
ciphertext appears.

If the DOS window does not close when encryption ends:

1.

160

2
3
4,
5

Select the MSDOS icon in the upper left corner of the screen.
Select Properties.

Select the Close on Exit checkbox.

Click Apply.

Click OK.

Copyright © 1999-2001, 2004 NCS Pearson, Inc.



| Bookmark| Contents | Search |

Usage | Glossary Print Back Forward First Previous Next Last

HFNVSIONN Entrata Software

| —

Digital
Learning

Viewing the Event Log
1.

2.

From the View menu, select Event Log. The Entrata Event Log screen
displays with a list of the dates an event was created, the application
name, the function of the event, the severity code, and event message.
There are three severity codes:

e |—information
e W—warning
e E—error

Previously transmitted files are listed in the Message field.

Function Severity Meszage -
Irnport I Irnporting: 02345678, MENM.DO00.D330607.T110503

Send I Transmission File Sent to SCOOE

Irnport I Irnporting: 03456733, MEM.DO00.D330607. 7110503

Send I Transmission File Sent to SCOOE J
Import I Irmporting: 04567330 MEM.DO00.D330607. 7110503

Send I Transmission File Sent to SCOOE -
Kl [ LIJ

[~ Search Event Log by Date

Clear Log Cancel

Use the horizontal scroll bar in the middle of the screen to navigate
through the Event Log.

Copyright © 1999-2001, 2004 NCS Pearson, Inc. 161



| Bookmark| Contents | Search | Usage | Glossary | Print Back | Forward | First [ Previous | Next Last

M FNINIONN  Entrata Software
gy

Digital
Learning

Viewing Log Information for a Specified Date

1. Select the Search Event Log by Date checkbox and enter the
applicable date range.

Create Date App M ame ¢
05/31/2000 11:53:27 Ak Entrata

05/3/2000 11:53:23 &M Entrata Send I Tranz
05/31./2000 11:53:37 Ak Entrata | mport | | mport
05/3/2000 11:53:33 &M Entrata Send I Tranz
05/31./2000 11:53:33 Ak Entrata | mport | |mport
05/3/2000 11:53:36 &M Entrata Send I Trans
e o

¥ Search Event Log by Date

Search Criteria
Start [ ate; IDE"'IE-I /2000

. IDE£31 42000 |
End Date: Bijelizsts Clear Lag Cancel

2. Click Search.

3. Reset the Event Log to show all event records by clicking Refresh. The
log will list the dates an event was created, the application name, the
function of the event, the severity code, and event message. There are
three severity codes:

e |—information
e W—warning
e E—error

4. Click Cancel to close the Event Log.

Archiving Files

Entrata software archives transmitted files in the directory designated
during the Archive Setup application. (This archive directory is specified
during installation.) A new directory is generated within the root archive
directory for each day that a transmission occurs; files are archived within
this new directory.
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Clearing the Database

As the number of files accumulate from Entrata transmissions, hard drive

space will decrease, making it is necessary to clear Entrata’s database
periodically.

1. Select Clear Database from the Utilities menu.

2. Select Yes to confirm the Clear Database operation.
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Job Queue

Job Queue can be used to automate many processes and updates within
the SASIxp database. This appendix uses the Membership and
Attendance Report and Extract as an example of how to use the Job
Queue atom to automate the creation of South Carolina reports and
extracts.

For more information on setting up and using the Job Queue server, see
SASIxp™ Classroom Training Guide, Chapter 6 — Classroom for
Administrators.

Copyright © 1999-2001, 2004 NCS Pearson, Inc. 165



| Bookmark| Contents | Search | Usage | Glossary | Print Back | Forward | First [ Previous | Next Last

PEARSON Job Queue

——

| Digital
Learning

Automating Extract Creation

The school district can use the SASIxp Job Queue atom to automate the
creation of reports and extracts using a schedule defined by the district.
Follow these steps to use the Job Queue to run reports and extracts:

1. Open the Tables Definition atom in the System Setup folder and define
a Job Queue Server Name or Names.

T.able Defination B

T | kst | Tabda Dafindion |

Coronier [AD Tabdas v [k Cusus Server Mame: [ &

MEE|F1  Estmeted Cost Bl Extracts | Run Estracts & Reparis

=FJ A -Ft-:-u-:!ni Print Repaits
|

EH | WVictmiOdtender Typs
RL | incickeni Locafon =

ISL  |Home Largasgs
BEE|L02  Courtry of Crigin
I53]L03  |LEP Statua

1802 |Program Flacement
-I 05  ircrinuchicnnd Lissed
JBB|L0E  Parert Permission Cods
15807 | sftendance Tone ﬁ

2. Click Save.
3. Click Close.
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4. Open the Job Queue Patterns atom in the Utilities folder to create a
pattern to run jobs for the appropriate time period.

- Job Queue Patterns E3 |
Pattern Name <= Description
|l.-“-.feekDa':.fs fonday Thru Friday for 2 weeks

—Fepeat Pattern
Repest every 1 week's) on

. Daily
& Meekly [ Sunday (W Monday [ Tuesday [ Wednesday
O mMonthly W Thursday W Friday [ Saturday

—Fange of Repeat

Start: 0311 500 " Noend date:
" End after; OCCUITENCES

# Endby; 52600 |

i | |

5. Click Save.
6. Click Close.

7. Open any SC report interface on the South Carolina State Report
Launcher and enter the appropriate parameters.

Repoit Inleciacs B3

Mernbershio & Aenilanis Beoor Fig

|M=mbarzhp snd Afandsnce Rapor w |SCO06 : m [ Cormet | "

Ogtions: |

hlae E |
perrbendent | Cor Superintencient
| Doy Fuarsitesr 45

yore [Pt mrd Extrac "
| =] il ydeni
| Getup | Save | 1 ]
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8. On the Custom tab, click Queue to run the report. The JobQ screen
displays.

MRrioritys = [hotify Me:
 Urgert W By hail

£ Marmal [ By Alert
# Recurring

WeekDays *

7 Time Delayed
Time 9284
Date  |D5/26000

Job Title:

|Membership & Attendance Report

School Range: School Type:
|+ o01te [+ 001 |AlSchool Types  »

Send To Server. | hd

9. Enter these parameters:

Area Procedure

Priority Choose the Recurring option button and
select your pattern from the popup menu
Enter the time of day to run the extract. Pick a
time of day that occurs after the Task Servers
finish their process. Enter the date that the
job should start running.

Notify Check By Mail for an electronic message
delivered to your In Folder on your SASI
desktop.

School Type/ School Select the range of schools and the type of

Range school and click OK.This selection submits a

separate job for each school in the range that
has the requested type.

Send to Server Submits the extract to the selected server.

10. Click OK.
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11. Open the Job Queue Server atom from the Utilities folder and select

the appropriate server name.

Tied S vy [ S
GHES A _COMAWIRSMESS . FLEE-LME

1
2 i e Clans Tasl Dl Meld
E] EHRA Clags Tagt Dbsec: Hald
a EHRAC Clans Tasd Dbwses Halrl
o
—

|

[H 20 a8
[H 80 =4
[H 8 =

L]
| I

12. For those schools that you do not want to generate reports, highlight
the school in the Order column and click Remove Selected. The entry
is deleted from the table. You can also place an entry on hold.

13. Click Start Server to activate the Job Queue software.

This machine cannot be used for any other SASIxp function while
the Job Queue Server is running. Any open screens or atoms will be

closed automatically.

14. To stop the job, click Stop Server. To quit the server, click Quit Server.
All reports in the job queue server will remain in the server.

15. A message is sent through SASIxp software to notify you if a report

has succeeded or failed.
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